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DLA RECORDS MANAGEMENT PROCEDURES AND RECORDS SCHEDULE
[ This publication has been revised significantly
and nust be reviewed in its entirety.]

A.  REFERENCES

1. DLAI 5015.1, DLA Records Managenent Procedures and Records Schedule, 19
Nov 97, superseded.

2. DLAD 5015.1, DLA Records Managenent Program

3. Title 36, Code of Federal Regulations, Chapter Xl I, "National Archives and
Records Admi nistration,” Subchapter B, "Records Managenent," current edition.

B. PURPCSE. This instruction:
1. Supersedes reference Al.

2. This instruction provides guidance for the maintenance and di sposition of
DLA records in all media -- paper, mcroform audiovisual, cartographic, and
electronic. It inplenments the requirenents of DLAD 5015.1, DLA Records
Managenment Program

C. APPLICABILITY AND SCOPE. This instruction applies to HQ DLA and all DLA
field activities. Application of the DLA Records Schedule to all DLA records is
a legal requirenent under Section 3303a of the United States Code.

D. DEFINITIONS. Terns used in this instruction are defined in encl osure 5.

E. PROCEDURES. Specific functions of the DLA Records Managenent Programare in
encl osures 1 through 5. Enclosure 6 contains figures.

F. RESPONSI BI LI TI ES
1. HQ DLA

a. The Chief Information Ofice (Cl) wll:

(1) Formulate, direct, and execute effective records nmanagenent poli cies
and procedures to pronote econony and efficiency in records creation,
mai nt enance, use, and disposition of agency records.

(2) Exercise staff supervision over the records nanagenent program

(3) Designate the DLA Records Managenment O ficer to direct and control
conti nui ng program operations and activities.

(4) Represent the Director, DLA in arrangenents and agreenments with the
Nati onal Archives and Records Admi nistration on records managenent natters.

(5) Formulate, direct, and execute the surveys, studies, program actions,
and initiatives necessary for appropriate program supervi sion and managenent
control .

(6) Assure that the provisions of this instruction are followed in the
mai nt enance and di sposition of HQ DLA records.



b. The DLA Managenent Team and Staff Directors will:
(1) Establish procedures for the effective docunentation of their m ssion
progranms and activities.
(2) Designate a Records Managenent Coordinator to provide periodic
assessnents of internal records managenent practices and to serve as the
princi pal point of contact for records nanagenment matters.

2. DLA Managenent Team and Staff Directors, and Heads of DLA Primary Level
Field Activities (PLFAs) will:

a. Establish procedures for the effective docunmentation of their m ssion
progranms and activities.

b. Establish an active and continuing records nmanagenment program and use
the DLA recordkeeping systemfor all records created.
c. Assure that activities newy established or assigned to DLA install and
convert active non-DLA files to the DLA recordkeeping systemw thin 6 nonths.
d. Assure that the provisions of this instruction are followed in the
mai nt enance and di sposition of all records under their jurisdiction

e. Submit a request for new or revised records series to HQ DLA, ATTN. C
to set up appropriate disposal standards for categories of records not
specifically identified in DLAD 5015. 1.

f. Request approval of exceptions to keep files |onger than prescribed by
this instruction by submtting a request with adequate justification to Cl

3. The Heads of DLA Primary Level Field Activities will:

a. Designate a Records Managenent Oficer for the activity to:

(1) Exercise staff supervision over records managenent program activities
and conpliance with the requirenments of DLAD 5015.1 and this instruction.

(2) Survey and evaluate staff records nmanagenment practices of the
activity and prescribe corrective action as required.

(3) Assess and eval uate the adequacy of applicable records disposition
st andar ds.

(4) Establish and nmaintain a records managenent orientation and training
programon policies, responsibilities, and techniques for the inplenentation of
recor dkeepi ng requirenents. Training shoul d enphasi ze the distinction between
records and nonrecord materials, regardless of nmedia. Training should al so
i nclude I ocal procedures for retirement of records.

(5) Establish and maintain a records hol ding area when cost-effective in
t he managenent of the activity's records.

b. Provide for the designation of records managenent officers at secondary
level field activities to performduties conparable to those described in
subpar agraph (1) above.

c. Provide for the designation of records nmanagenent coordinators within
staff el enments and subordinate activities as required to nmaintain staff
oversi ght and nmanagenent control

G  EFFECTIVE DATE. This publication is effective i mediately.
H | NFORVATI ON REQUI REMENTS

1. SF 135, Records Transmittal and Receipt. See enclosure 1, paragraph
B12d(2).

2. DLA Form 1702, Mcroform System Feasibility Study. See enclosure 3,
par agr aph la.

3. DLA Form 1702a, M croform System Proposal. See enclosure 3, paragraph 1d.
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Encl 1
DLAlI 5015.1

DLA RECORDS SCHEDULE
Application of the DLA Records Schedule to all DLA records is a |l ega
requi renent under Section 3303a of Title 44 United States Code. This encl osure
shal | be considered a policy docunment. The placenment of the DLA Records
Schedul e as an enclosure to this instruction is for adm nistrative purposes
only. Its use is mandatory DLA worl dw de

110 COMMON RECORDS. The records described within this series are generally
found within each office and are retained to aid in the conduct of the interna
managenment and ot her non-m ssion functions of the office. The 110 series

i ncl udes categories covering office reference files, office adm nistration
records, and supervisor's personnel files. Files do not contain programrecords
and generally require only adm nistrative action. M ssion and program records
are described in other series.

110.05 Files Qutlines. List of file nunbers in use within an office to aid in
filing and for reference purposes. (Destroy when 6 years old.) GRS 16, Item?7
110. 10 Suspense Files. Records arranged chronologically as a rem nder that an
action is required on a given date or that a reply to action is expected and, if
not received, should be traced on a given date.

110. 10A Manual or electronic control system (Destroy after action is conpleted,
or when no |onger needed for analysis or followup inquiries, whichever is
later.) GRS 23, Item6

110.10B The file copy or an extra copy of an outgoing comunication, filed by
the date on which a reply is expected. (Wthdraw docunents when reply is

recei ved.)

110.10B(1) (If suspense copy is an extra copy, destroy i mediately.) GRS 23,
Item 6

110.10B(2) (If suspense copy is the file copy, incorporate it into the official
file.) GRS 23, Item®6

110.13 Reading Files. Extra copies of outgoing communications, including joint
message formns, arranged chronol ogi cally, and maintai ned for reference.

110. 13A HQ DLA Executive O fice. The Director's chronol ogical file of outgoing
correspondence signed personally by the DLA Director or Deputy Director, and
copies of significant letters dispatched at | ower |evels but forwarded for
personal information of the DLA Director. (Permanent. Transfer to the Nationa
Archives in 5-year blocks when 30 years old.) NIL-361-91-2



110.13B O her activities. (Destroy after 1 year.) N1-361-91-2

110.16 Policy and Precedent Files. Duplicate copies of correspondence
establishing policy or precedent and retained for office reference. (Destroy
each docunent when superseded, obsolete, or no |longer needed for reference.) NI1-
361-91-2

110.19 Transitory Files. Docunments of short-terminterest which have reference
val ue but no docunentary or evidential value. Includes routine requests for

i nformati on and copi es of replies, announcenents of upcom ng prograns and
events, short-termschedules, and sinmlar materials. (Destroy after 3 nonths, or
when no | onger needed, whichever is sooner.) GRS 23, Item?7

110. 22 Tracking and Control Files. Logs, registers, indexes, databases, and
simlar records used to control or docunent the status of correspondence,
reports, or other records in progress and not appropriate for filing with

rel ated records under other series. (Destroy when no |onger needed.) GRS 23,
Item 8

110. 25 Publication Reference Libraries. Copies of DLA and departnenta
publ i cations maintained in organi zed coll ections for general reference. I|ncludes
all DLA regul ations, PLFA suppl enments, Standard Operating Procedures, and
simlar published materials. Excludes issuing office record sets of
publications. (Destroy when superseded, obsolete, or no | onger needed for
reference.) NI1-361-91-2

110. 28 Speci ali zed and Techni cal Reference Materials. Copies of materials

mai nt ai ned within individual offices for specialized reference. Includes copies
of publications issued by DLA, other Departnent of Defense el enents, and ot her
Governent agencies; office instructions; desk procedures, and simlar records.
(Destroy when superseded, obsolete, or no | onger needed for reference.) N1-361-
91-2

110. 31 Presentation Aids. Materials used by staff offices for conference
presentations, in-house training, executive briefings, and related activities.
Includes utility copies of formal agency audi ovi sual productions. (Destroy when
no | onger needed except return AV utility copies to source.) N1-361-91-2

110.34 Unidentified Files. Records for which an appropriate file nunber has not
been assigned. Authorized for use ONLY after approval by records managenent
officer and on an interimbasis not to exceed 1 year until a permanent nunber is
devel oped. Paragraph 6f, enclosure 2 describes procedure to request a new file
nunber. These records will be retained in CFA until disposition authority is
establ i shed. (Do not destroy.) N1-361-91-2

110. 36 Schedul es of Daily Activities. Calendars, appointnent books, schedul es,
| ogs, diaries, and other records docunenting neetings, appointnents, telephone
calls, trips, visits, and other activities by DLA enpl oyees while serving in an
of ficial capacity, EXCLUDI NG nmaterials determ ned to be personal

110. 36A Records contai ning substantive information relating to official
activities, the substance of which has not been incorporated into official
files. (Destroy or delete when 2 years old.) GRS 23, Item 5a

110. 36B Records docunenting routine activities containing no substantive

i nformati on and records containing substantive information, the substance of

whi ch has been incorporated into organi zed files. (Destroy or del ete when no

| onger needed for conveni ence of reference.) GRS23, Item 5b

110.37 O fice Administrative Files. Records accunul ated by individual offices
that relate to the internal administration or housekeeping activities of the

of fice rather than the functions for which the office exists. |In general, these
records related to the office organization, staffing, procedures, and
conmmuni cati ons, including facsimle machine | ogs; the expenditure of funds,

i ncl udi ng budget records; day-to-day adnministration of office personne
including training and travel; supplies and office services and equi prent
requests and receipts; and the use of office space and utilities. They may al so
i ncl ude copies of internal activity and workl oad reports (including work



progress, statistical, and narrative reports prepared in the office and
forwarded to higher levels) and other materials that do not serve as uni que
docunent ati on of the progranms of the office. NOTE: This does not include record
copi es of organi zational charts, functional statements, and related records that
docunent the essential organization, staffing, and procedures of the office.
(Destroy when 2 years old.) GRS 23, Item1

110.40 Ofice Studies and Anal yses. Records created as a result of studies and
anal yses conducted within an office that pertain to organi zati on, workl oad,
manpower, space requirenents, office |layouts, costing data, budgets, and sinilar
records not directly related to mssion. (Destroy after 2 years, or when no

| onger needed, whichever is sooner.) N1-361-91-2

110.43 Ofice Meetings Files. Records accumul ated by participants in working
groups, process action teans, ad hoc committees, and simlar groups for work on
assigned projects and tasks, excludes copies retained by office of primary
interest. (Destroy after 1 year, or when no | onger needed, whichever is sooner.)
N1- 361-91-2

110. 44 Publication Background Files. Background materials used in the

devel opnent and preparation of publications (regulations, manuals, supplenents,
staff instructions, and simlar published materials) and retained by issuing
offices. Includes studies, interview notes, concurrences, non-concurrences, and
ot her pertinent comrents related to proposed publication

110. 44A HQ DLA. (Permanent. Cutoff when no | onger pertinent to current policy
and retire to FRC. Transfer to National Archives when 30 years old.) N1-361-93-
1

110.44B O her activities. (Cutoff when rescinded, superseded, or obsol ete.
Destroy after 10 years.) NI1-361-93-1

110.46 Staff Visits. Correspondence, reports witten after visits with findings
and recommendations, and other simlar records relating to staff or technica
assistance visits to an activity. (Destroy on conpletion of next conparable
visit or when no |onger needed, whichever is sooner.) NI1-361-91-2

110.49 Ofice Time Keeping Records. Various fornms and records used to account
for individual enployees tine. Includes overtinme requests and approval s,
records used for time accounting under alternate work schedul es such as
flexitour, and simlar records. (Destroy after 6 years, or if applicable, after
GAO audit, whichever is sooner.) GRS 2, Item7

110.50 Leave Application Files. SF 71, Application for Leave, or equival ent plus
any supporting docunmentation for requests and approval of |eave.

110.50A If enployee initials tinme card or equivalent. (Destroy at end of

foll owi ng pay period.) GRS 2, Item 6a

110.50B If enployee has not initialed tinme card or equivalent. (Destroy after
GAO audit or when 3 years old, whichever if sooner.) GRS 2, Item 6b

110.52 Ofice Financial. Records used to nanage the expenditure of funds within
an office including manual or automated control systenms and supporting
docunents. (Destroy after 1 year.) NI1-361-91-2

110.55 Position Description Files. Copies of docunments describing an

est abl i shed position within an office and related records. Includes forns
identifying position security requirenments. (Destroy when position is abolished
or position description is superseded.) NI1-361-91-2

110.58 Union Matters. Agreenents, nenoranda, correspondence, and other records
relating to relationship between nanagenent and enpl oyee uni ons or other groups.
(Destroy when superseded or obsolete.) GRS 1, Item 28a(2)

110. 61 Ofice Record Disposition Files. Descriptive inventories, disposa

aut hori zati ons, schedul es, and reports.

110. 61A. Basi c docunentation of records description and disposition prograns,

i ncluding SF 115, Request for Records Disposition Authority; SF 135, Records
Transmittal and Receipt; SF 258, Agreenment to Transfer Records to Nationa
Archives of the United States; and rel ated docunentation



110. 61A(1) SF 115s that have been approved by NARA. (Destroy 2 years after
supersession). GRS 16, Item2a(1l).

110. 61A(2) O her records. (Destroy 6 years after the related records are
destroyed or after the related records are transferred to the National Archives
of the United States, whichever is applicable.) GRS 16, Item 2a(2)

110. 61B Routi ne correspondence and nenoranda. (Destroy when 2 years old.) GRS
16, Item 2b

110.66 Internal Control Files. Copies of correspondence, reports, nanagenent
control review findings, and rel ated responses and backup materials. (Cut off
when no further corrective action is necessary. Destroy 1 year after cutoff.)
GRS 16, Item 14f(2)

110. 67 Inquiries and Reviews. Copies of Congressional inquiries; GAO and

I nspector Ceneral reports; Hotline, fraud, waste and abuse awareness materi al
other reports, reviews and audits and rel ated responses and backup materi al s.
(Destroy when superseded or no | onger needed for reference.) N1-361-91-2

110. 70 Support Agreenents. Copies of inter/intraservice support agreenents and
simlar instrunents that docunent categories and terns of support between

recei ving and supplying activities and rel ated correspondence. Does not include
records of activity responsible for executing agreenment. (Destroy when

super seded, obsolete, or no | onger needed for reference.) NI1-361-91-2

110.73 Contracting Oficer's Technical Representative (COTR) Files. Records
relating to contract oversight and receipt/acceptance of goods and services by
i ndi vidual offices assigned responsibility. |Includes docunentation such as
copi es of contracts and nodi fications, correspondence, inspection and
performance reports, and related records. (Destroy 3 years after conpletion of
contract.) NI1-361-91-2

110. 80 Supervisor's Gvilian Personnel Files. Records maintained by a
supervi sor or manager concerning civilian enpl oyees under his/her admnistrative
control. Folders may contain: a record of the enployees work history
(supervisor's copy of position description, performance plan, perfornmance
ratings, other evaluations or notes for use in evaluating performance for
counsel i ng enpl oyees, and for basing disciplinary action); records of training
pl anned, requested, scheduled or taken; printouts from automated personne
systens providing supervisors with day-to-day operating |evel information
concerning their enployees; letters, docunents, notations or other information
mai nt ai ned only tenporarily by the supervisor regarding the conduct or
performance of an individual enployee. These records nust be saf ekept under the
provi si ons of DLAR 5400.21 and applicable systemnotice in DLAH 5400.1, DLA
Systens of Records Handbook. (Review annually, destroy superseded or obsolete
docunents. On separation from organi zation, transfer to gai ning supervisor or
servicing personnel office, as appropriate.) N1-361-91-2

110. 84 Supervisor's Mlitary Personnel Files. Informational docunents

accunul ated on individual mlitary personnel by offices not having custody of

t he individual personnel records. Includes copies of mlitary position
descriptions. (Review annual ly, destroy superseded or obsol ete docunents. On
transfer or separation of individual, place in inactive file. Cut off inactive
file at end of cal endar year, hold 1 year, then destroy.) NI1-361-91-2

110.90 d assified Material Access. Docunents naintained by custodi ans of
classified files that constitute authorization for individuals to have access to
classified files. This includes forns containing individual's nane and
signature, classification of files concerned, information desired, and signature
of an official authorizing access. (Destroy on transfer, reassignnment, or
separation of the individual, or when obsolete.) NN 168-94

110.91 Record Activity Cearance Eligibility Listing (RACEL) C earance Suspense
or Status Files. Lists of personnel security information, or copies of

cl earance requests held by offices other than security offices as a suspense or
control record of the status of personnel security clearances or as a record of



cl earance/ access status of individuals. (Destroy when superseded or obsolete.)
N1- 361-91-8

110.93 d assified Docunments Registers and Recei pts. Docunents maintained as
accountability registers reflecting classified docunents in the custody of the
installation or activity such as classified docunents recei pts, docunents
reflecting release fromaccountability, tracer docunments, or certificates of
destruction. (Destroy when 2 years old.) GRS 18, Itens 2/3/4

110.95 d assified Container Information Files. Records of safe and padl ock
conbi nations and related information identifying security safes or other
cont ai ners, including names of individuals who know the conbi nati ons. (Destroy
upon supersession or upon turn-in of the container.) GRS 18, Item7

110.97 d assified Container Security Records. Fornms placed on the top of safes
or cabinets containing security docunents and used for providing a control of
entry and cl osing of containers. (Destroy the day following the |last entry on
the form except forms involved in an investigation will be retained unti

conpl etion of the investigation and related actions.) GRS 18, Item?7

110.99 Top Secret Controls. Forms used to ensure positive control of Top Secret
docunents, showi ng security classification of the docunent title or short title,
date of the docunent, distribution dates, intraoffice routing data, and nanes of
persons handl i ng the docunents.

110. 99A Regi sters mai ntai ned at control points to indicate accountability over
Top Secret docunents, reflecting the receipt, dispatch, or destruction of the
docunents. (Destroy 5 years after docunents shown on forns are downgraded
transferred, or destroyed.) GRS 18, Item 5a

110. 99B Forms acconpanyi ng docunents to ensure continuing control, show ng nanes
of persons handling the docunents, intraoffice routing, and conparabl e data.
(Destroy when rel ated docunent is downgraded, transferred, or destroyed.) GRS
18, Item 5b

COMVAND

115 COMWAND. Rel ates to managenent and executive direction of DLA organizations.
Docurents retai ned by the offices of DLA Commanders consist principally of
copi es of correspondence prepared by subordinate staff offices.

115. 01 Command | ssues. Copies of documents on matters of critical interest to
organi zati onal conmanders such as organi zati on and mi ssion changes, resource
managenent, m ssion performance, or simlar matters retained for oversight on
key areas of organizational performance or conveni ence of reference.

115. 01A Ret ai ned by PLFA Commanders and above. (Permanent. Note: Cutoff

annual ly; transfer to appropriate FRC after 2 years; transfer to Nationa

Archi ves when 20 years old.) NI1-361-91-12

115. 01B Bel ow PLFA | evel . (Destroy when no | onger needed for reference.) N1-361-
91-12

115. 02 Command Admi ni stration. Records accunul ated by individual offices that
relate to the internal adm nistration or housekeeping activities of the office
rather than the functions for which the office exists. |In general, these
records related to the office organization, staffing, procedures, and
conmmuni cati ons, including facsimle machine | ogs; the expenditure of funds,

i ncl udi ng budget records; day-to-day adnministration of office personne
including training and travel; supplies and office services and equi prent
requests and receipts; and the use of office space and utilities. They may al so
i ncl ude copies of internal activity and workl oad reports (including work
progress, statistical, and narrative reports prepared in the office and
forwarded to higher levels) and other materials that do not serve as uni que
docunentati on of the progranms of the office. NOIE: This does not include
record copies of organizational charts, functional statenments, and rel ated



records that document the essential organization, staffing, and procedures of
the office. (Destroy when 2 years old.) GRS 23, Item1l

CONGRESSI ONAL  AFFAI RS

120 CONGRESSI ONAL AFFAIRS. Relates to the program and functions invol ving

liai son between DLA and Congr ess.

120. 01 Congressional Affairs Program Project Files. Docunents related to the
fornul ati on, managenent, admi nistration and execution of individua

Congressional Affairs prograns/projects such as program pl ans, studies and

anal yses, reports, letter guidance and direction, and rel ated docunents.
(Destroy 2 years after termnation of programeffort, or when no | onger

requi red, whichever is sooner.) N1-361-91-3

120. 02 Congressional Affairs Correspondence Files. Docunments providing genera
directions, staff guidance and reporting in the nanagenent and adm ni stration of
the Ofice of Congressional Affairs including interpretations and deci sions on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar docunments not covered el sewhere. (Destroy after 2 years.)
N1- 361-91-3

120.10 Congressional Inquiries. Correspondence and rel ated backup materi al
resulting frominquiries by nenbers of Congress and Congressional committees
concerning DLA matters and Agency responses to these inquiries. (Destroy after 8
years.) NI1-361-91-3

120. 20 Congressional Hearings and Testinonies. Hearing schedul e statenents,
inquiries fromcomittees, witness lists, copies of other w tnesses statenents,
transcripts, and related materials accunul ated as a result of preparing and
presenting testinoni es before Congress. (Permanent. Cutoff at close of each
Congress, hold in CFA 2 years, and retire to FRC. Transfer to the Nationa

Archi ves when 30 years old.) NC1-361-76-5

120. 30 Bi ography Files. Pictures, biographies, district information, and
simlar data accumul ated on each menber of Congress for use by Agency personne
appeari ng before congressional hearings. (Destroy after 2 years or when no

| onger needed for reference.) NI1-361-91-3

COMVAND CHAPLAI N

125 COMVAND CHAPLAIN. Relates to the prograns, functions, and activities of the
DLA Command Chapl ai n.

125. 01 Command Chapl ai n Program Proj ect Records. Docunents related to the
formul ati on, managenent, adm nistration and execution of individual religious
and/ or Command Chapl ai n prograns/ projects such as program plans, studies and
anal yses, reports, letter guidance and direction, and rel ated docunents.
(Destroy 2 years after term nation of programeffort, or when no | onger

requi red, whichever is sooner.) N1-361-97-2

125. 02 Command Chapl ai n Correspondence. Docunents providing general directions,
staff gui dance and reporting in the nmanagenent and admi nistration of the office
of the Command Chaplain including interpretations and deci sions on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar docunments not covered el sewhere. (Destroy after 2 years.)
N1- 361-97-2

125.10 Chapl ain Counseling Case Files. Docunents relating to counseling of DLA
enpl oyees and/or their famly nenbers. Included are counseling interviews notes,
forns, correspondence and ot her docunents related to a specific counseling case.
(Destroy when no | onger needed.) NI1-361-97-2

125. 20 Chapl ain/ Religious Activity Records. Information on religious education
training and ot her needs of faith groups, denom nations, or religious sects used
for program planning. |Included are questionnaire responses, survey results,



correspondence, and related material relating to Chaplain sponsored activities.
(Destroy when no | onger needed.) NI1-361-97-2

125. 30 Audits and Fund Review Reports. Reports of audit, fund reviews,
financial statements, correspondence and related information. (Destroy after 3
years.) N1-361-97-2

125. 60 Chapl ai n Non-appropri ated Fund Operating Records. Ledgers, cash

recei pts, checkbooks, cancel ed checks, deposit slips, bank statenents, vouchers,
i nvoi ces, finalized purchase orders, investnent records, financial statenents,
petty cash sunmary vouchers, and simlar information related to the receipt,

di sbursenment, and admi nistration of non-appropriated Chaplain funds not

mai nt ai ned by DLA's NAF Accounting O fice. (Destroy 3 years after last entry.)
N1- 361-97-2

125.70 Grant Adm nistration Records. Requests, forns, grant source information
(including ternms and conditions), |ocal source funding docunents and simlar
information relating to the adm nistration of grants secured to finance (in
whol e or in part) Chaplain's non-appropriated funds. (Destroy 3 years after
expiration of grant.) NI1-361-97-2

125.90 Chaplain Contract Files. |Information relating to non-personal service
contracts including copies of contracts, agreenents, coordinations, and simlar
information (Destroy 2 years after final paynent.) NOTE: Original contracts are
mai nt ai ned by the DLA Contracting Ofice in accordance with 810.00 and/or 830. 00
of this instruction. NL-361-97-2

SMALL BUSI NESS

130 SMALL BUSINESS. Relates to the direction and inplenentation of the DLA
Smal | Busi ness Program i ncluding DoD Snal | Business and Smal | D sadvant aged
Busi ness Utilization Prograns and rel ated econom c devel opnent prograns.

130. 01 Smal |l Business Program Project Files. Docunments related to the
formul ati on, managenent, adm nistration and execution of individual Snhal

Busi ness prograns/projects such as program plans, studies and anal yses, reports,
| etter guidance and direction, and rel ated docunents. (Destroy 2 years after
term nation of programeffort, or when no | onger required, whichever is sooner.)
N1-361-91-11

130. 02 Smal | Busi ness Correspondence Files. Docunents providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Smal | Business including interpretations and deci sions on applicability,
requests for waivers and exceptions, data calls and periodic reporting, and
sim | ar docunments not covered el sewhere

130. 02A HQ DLA. (Cutoff at the end of the year. Destroy after 3 years.) NL1-361-
91-11

130.02B O her activities. (Destroy after 1 year.) N1-361-91-11

130.10 Smal |l Business Source Files. Docunents maintained for the purpose of
determ ni ng source capabilities, such as brochures, replies to questionnaires,
financial data, prospectuses, requests for inclusion on bidders' mailing lists,
extracts fromindustry publications, pre-award surveys, and lists of tools and
equi prent. (Destroy when superseded, obsolete, or when the concern is no | onger
consi dered as source of supply for any reason.) NI1-361-91-11

130. 15 Procurenent Techni cal Assistance. Correspondence, Federal Register
announcenents, Conmerce Busi ness Daily announcenents, solicitations for
cooperative agreenent proposals, program evaluation criteria, applicant
proposal s, cooperative agreenent award documents, recipient performance reports
and other simlar information used to adm ni ster procurenent technica

assi stance prograns. (Destroy after 6 years.) N1-361-91-11

130. 20 Special Small Busi ness/Economic Uilization Projects and Reports.
Docurments relating to participation in special projects as directed by higher
headquarters and docunents relating to special reports required by congressiona



i nterest, other Governnent agencies, and hi gher headquarters. (Destroy after 3
years.) NI1-361-91-11

130. 25 Qutreach Devel opnent Files. Conference information, registration forns,
correspondence, publication cover letters and inquiries related to various
outreach prograns used to devel op outreach prograns; coordi nate, sponsor, and
participate in Federal, State, and |ocal governnment and industry sponsored
conferences, trade fairs, and econom c assi stance events in support of outreach
progranms. (Cutoff at the end of the year. Destroy after 3 years.) N1-361-91-11
130. 30 Smal | Busi ness/Labor Surplus Area Preference Activity Files. Docunents
relating to preferential consideration given to small business and/or | abor
surplus area firns.

130. 30A Procurenent activity. (Destroy after 10 years.) NI1-361-91-11

130. 30B Administrative activity. (Destroy after 3 years.) N1-361-91-11

130.35 Mnority Contracting. Mnority Contracting Program (8A), search and
offering letters and rel ated responses used to assist and counsel small and

di sadvant aged business firnms in acquiring information and in resolving probl ens
encountered in bidding or perform ng on DoD contracts. (Destroy after 3 years.)
N1-361-91-11

130. 40 Procurenment Action Reviews. Copies of proposed contract actions,
abstracts of bids and offers and simlar docunents, work papers and reference
material used to revi ew pendi ng procurenent actions for breakouts and set aside
opportunities for increasing small business participation and conpetition for
DoD requirements. (Destroy after 3 years.) NI1-361-91-11

130. 45 Command Managenent Plan. Local ly devel oped Conmand Managenent Pl an and
rel ated correspondence created in the devel opnment and concurrence of plan; and
ref erence copies of other Small Business office plans used in the devel opnent of
an annual conmand managenent plan to identify and pronote initiatives to be
taken to acconplish objectives of the DLA Small Business Program (Destroy when
super seded, obsolete, or after 3 years, whichever is sooner.) N1-361-91-11
130.50 Sheltered Workshop Support. Inquiries, information requests, cover
letters, and correspondence related to the devel opment and i npl ementati on of
prograns for support of sheltered workshops affiliated with National I|ndustries
for the Blind (NIB) and National Industries for the Severely Handi capped (N SH)
(Destroy after 2 years.) NI1-361-91-11

130.55 Federal Prison Industries. Inquiries, information requests, cover
letters, and correspondence related to the devel opment and inpl ementati on of
progranms for support of Federal Prison Industries. (Destroy after 2 years.) NI-
361-91-11

130. 60 Program Goals. Proposed goals, statistical information, neasurenents of
performance, letters and correspondence assigni ng approved goals used in the
est abl i shnent of program goals and eval uation of activity performance in
achieving goals for the award of prinme contracts to firnms. (Destroy after 6
years.) NI1-361-91-11

130. 65 Subcontract Negotiations. Contractor's plans, copies of contracting
docunents and rel ated records used to review contract proposals and participate
in negotiations with DoD prine contractors regarding their proposed
subcontracting plans for award of subcontracts to small and di sadvant aged

busi ness firns. (Destroy after 3 years.) NI1-361-91-11

130. 70 Subcontractor Plans and Programnms. Eval uations of contractor perfornmance
and requests for information and rel ated responses used to eval uate DoD prine
contractors, small, disadvantaged, and | abor surplus area subcontracting pl ans
and programnms, establish or recommrend goals for awards to firnms, and to eval uate
prime contractor performance in conplying with goals and other subcontracting
pl an requirenents. (Cutoff at end of the year. Destroy after 3 years.) NI1-361-
91-11

AGENCY HI STORY



135 HI STORI CAL PROGRAM  Rel ates to the program for production of specific or
general histories and the assignment of responsibilities for witing them

i ncl udi ng i npl enenti ng acti ons.

135.05 Historical Program Documents relating to the DLA Historical Program
(Destroy after 2 years or when superseded or obsolete, as applicable.) NCl-361-
76-4

135.10 Histories. Formally prepared histories, including organizational and
functional histories produced by DLA historians or by others for DLA

135. 10A Historians, HQ DLA and Primary Level Field Activities. (Pernmanent.
Transfer to the National Archives when 10 years old.) NCl-361-76-4

135.10B O her offices. (Destroy when no | onger needed for historical reference
pur poses.) NC1-361-76-4

135.15 Historical Background and References. Materials accunul ated by

hi storians or for historical purposes consisting of docunments collected or

mai nt ai ned as source material, such as transcripts of interviews; maps, charts,
and statistical conpilations, and special collections of policy directives and
correspondence; summaries of major problens and events submitted by operating

of ficials; historians' notes regardi ng organi zation or material; and nmanuscripts
and related coments. O ficial record copies of docunments proper for filing in
of fices other than historians' offices will not be incorporated into this record
series; however, copies may be incl uded.

135. 15A Historian, DLA Materials relating to the creation and origin of DLA
(previously called Defense Supply Service) and its activities. (Permanent..
Transfer to the National Archives in 5 year blocks when the nost recent records
are 30 years old.) NI-361-99-3

135.15B O her offices. (Destroy when no | onger needed for historical reference
pur poses.) NN 168-94

135.20 Activity Historical Records. Locally prepared or collected material of
an extra or reproduced nature, not required for subm ssion to higher authority,
but appropriate for retention because of its local significance, or potential
use in production of future organizational or functional histories, or as a
source of historical facts. (Destroy when no | onger needed for activity

hi storical reference purposes.) NN 168-94

135.25 Activity Menorialization Records. Docunents accumnul ated incident to the
nam ng of a building, group of buildings, street, driveway, area, or facility,
and consisting of correspondence, orders, photographs, citations, and rel ated
records. (Destroy when no |onger needed for activity historical reference

pur poses.) NN 168-94

135.27 Electronic Miil and Wrd Processing System Copies. El ectronic copies of
records that are created on electronic mail and word processing systenms and used
solely to generate a recordkeeping copy of the records covered by 135.15. Al so
i ncl udes el ectronic copies of 135.15 records created on electronic nmail and word
processi ng systens that are nmaintained for dissemnation, revision, or updating.
135. 27A Copi es that have no further adm nistrative value after the recordkeepi ng
copy is made. Includes copies maintained by individuals in personal files,
personal electronic mail directories, or other personal directories on hard disk
or network drives, and copies on shared network drives that are used only to
produce the recordkeeping copy. (Destroy/delete within 180 days after the

recor dkeepi ng copy has been produced.) NI1-361-99-3

135. 27B Copi es used for dissem nation, revision, or updating that are maintai ned
in addition to the recordkeepi ng copy. (Destroy/del ete when di ssem nation
revision, or updating is conpleted.) N1-361-99-3

EQUAL EMPLOYMENT OPPORTUNI TY



140 EQUAL EMPLOYMENT OPPORTUNITY (EEQ) . Relates to the devel opment, execution,
and eval uation of the activity Equal Enploynent Opportunity (EEO Program which
i ncl udes providing advi se and assi stance to the Conmmander on EEO rel at ed
actions.

140. 01 Equal Enpl oynment Qpportunity Prograni Project Files. Docunents related to
the formul ati on, managenent, admi nistration and execution of individual EEO
prograns/ proj ects such as program plans, studi es and anal yses, reports, letter
gui dance and direction, and rel ated docunents. (Destroy 2 years after

term nation of programeffort, or when no | onger required, whichever is sooner.)
N1- 361- 90- 04

140. 02 Equal Enpl oyment Qpportunity Correspondence Files. Docunents providing
general direction, staff guidance and reporting in the managenent and

adm ni stration of EEO including interpretati ons and deci sions on applicability,
requests for waivers and exceptions, data calls and periodic reporting, and
sim | ar docunments not covered el sewhere

140. 02A HQ DLA. (Destroy after 2 years.) N1-361-90-04

140.02B O her activities. (Destroy after 1 year.) N1-361-90-04

140. 10 EEO Advi sory Services. Docunents relating to the overall rel ationships
with the command staff, managers/supervisors, other programofficials and

enpl oyees for the execution of programrights, responsibilities, and training.
(Destroy when superseded, obsolete or no | onger needed.) N1-361-90-04

140. 20 EEO Program Eval uati on. Docunents provided to the conmand staff
including statistical data on enpl oynent, sex, race, etc., for use in evaluating
aspects of the EEO program (Destroy after 5 years.) N1-361-90-04

140. 30 Affirmative Action Program Annually conpiled reports, plans, statistics
and rel ated docunents, correspondence and backup materials used in the

nmoni toring, surveillance and inplenmentation of multi-year affirmative action and
personnel progranms and plans. (Destroy after 5 years or when adm nistrative

pur poses have been served, whichever is sooner.) NI1-361-90-04

140.40 Comunity Rel ations. Docunents, correspondence and simlar materials
pertaining to enpl oyee nmanagenent and community rel ated services and prograns
used to record actions taken in the Federal Wmans Program Handi capped

I ndi vi dual s Program Hi spani c Enpl oyment Program and ot her prograns of a like
nat ure.

140. 40A HQ DLA. (Destroy after 5 years.) N1-361-90-04

140.40B O her offices. (Destroy when superseded, obsolete, or no | onger needed.)
N1- 361- 90- 04

140. 50 Equal Enpl oynment Qpportunity (EEO Conplaints/Investigations. EEO
conpl ai nts, counsel or reports, investigativel/hearing reports, deci sions,
appeal s, grievances, records of adverse actions, within grade denials, other
conpl aints, related docunents and anal yzes used to devel op case files for
tracking the progress/results of individual conplaints and/or investigations.
(Destroy 4 years after all aspects of case are closed.) N1-361-90-04

140. 52 EEO Conpl aint/Investigation Prelimnary Files. Records docunenting

conpl aints that do not develop into Oficial Discrimnation Conplaint Cases.
(Destroy when 2 years old.) GRS 1, Item 25c(2)

140. 60 EEO Conmittee. Mnutes from EEO Committee neetings and rel ated docunents
and correspondence. (Destroy after 3 years, when superseded or obsol ete,

whi chever is applicable.) NI1-361-90-04

COMVAND SECURI TY

150 COMWAND SECURITY. Relates to all security matters with respect to |aw
enforcenent, crimnal investigative, physical security, crine/loss prevention
intelligence, foreign liaison, personnel and information security, COVSEC
TEMPEST, ADP security, Defense Hotline and DLA Command Conpl ai nt prograns.



150. 01 Security Program Project Files. Docunents related to the formnul ation
managenent, adm nistration, and execution of individual security prograns such
as program pl ans, studies and anal yses, reports, letter guidance and direction
and rel ated docunents. (Destroy 2 years after term nation of programeffort.)
N1- 361-91-7

150. 02 Security Policy/ Correspondence Files. Docunents providing genera
direction, staff guidance, and reporting in the nanagenent and adm ni stration of
security functions including interpretations and decisions of applicability,
requests for waivers and exceptions, data calls and periodic reporting, and
simlar documents. (Destroy when superseded or obsolete.) NI1-361-91-7

150. 05 Designation of Security Oficials. Docunments relating to the designation
or assignnent of individuals as security control officers, docunents control

of ficers, and custodians of classified docunents. (Destroy when superseded or
obsol ete.) NI1-361-91-7

151 ADP AND COVMUNI CATI ONS SECURITY. Relates to inplenentation of DoD, Federa
Government, and NI ST i ssuances in ADP security, communications network security,
and emanations security. Includes records relating to the admnistration and

i npl enent ati on of ADP and Conmuni cations Security policies, plans, prograns,
procedures and systens, ADP security risk managenent, accreditation
certification, and security prograns.

151. 05 ADP Security Arrangenments. Docunents relating to arrangenents to provide
DLA activities with ADP security facilities and counterneasures. (Destroy when
super seded, obsolete or no | onger needed for reference.) N1-361-91-7

151. 07 Contractor Conputer Access. Docunents relating to the request, review,
and approval of contractor access to Automated |Information Systens. |ncludes
acknow edgnment receipts or simlar docunments used to verify contractor receipt
of assigned logon identifier, starter password, and security instructions.
(Destroy 3 years after contract conpleted/term nated.) N1-361-96-1

151. 09 Individual Conputer Access. Records relating to assignnents of
passwords, password receipts, user identification, and systen(s) access used to
uni quely identify personnel authorized access to applicable automated systens
and prevent unauthorized entry to a system

151. 09A System Access Acknow edgnment Forns. (Destroy 2 years after the

i nformati on has been converted to an el ectronic mediumand verified.) NL-361-
96-1

151. 09B System Access Dat abase. (Del ete/destroy when no | onger needed for

adm nistrative, legal, audit, or other operational purposes.) GRS 20, Item lc
151. 30 ADP Security Risk Analysis Files. Docunments pertaining to risk analysis

i ncluding risk analysis questionnaires, risk analysis reports and rel ated
correspondence. (Destroy after 3 years or when PLFA s issue new risk anal ysis
reports.) NI1-361-91-7

151.40 Accreditation Files. Docunents sunmmarizing Data Processing Installations
(DPlI') or Automated Information Systens (Al'S) goals and objectives, detailed
descriptions of proposed operations, plans for acquisition and inplenmentation of
additional security test and eval uation, statenents of continuing probl em areas,
resource requirenments and inpacts, and nil estone schedul es, correspondence
relating to certification requests and certifications. (Destroy 2 years after
supersession.) N1-361-91-7

152 I NTELLI GENCE. Relates to the collection, evaluation, and anal ysis of
information relating to the war potential and other related activities of
foreign countries; or about activities or conditions in the United States which
potentially or actually threaten internal security.

152.05 Intelligence Reports. Docunents and reports originated or conpiled by a
DLA activity or by others (CIA FBI, DIA or mlitary services) to fill specific
DLA requirements. (Destroy after 10 years.) NN 168-94



152.10 Intelligence Reference Files. Published, printed, or processed
mat eri al s, photographs, or maps, not filed in 152.05, Intelligence Reports, and
used as a reference file or library for intelligence purposes. (Destroy

when superseded or obsolete.) NN 168-94

153 CRIM NAL | NVESTI GATIONS. Relates to prograns involving policies, plans,
procedures and conduct of crimnal investigations, crine prevention activities,

| oss prevention, and recording and reporting of crimnal incidents both
internally and into the national crine records system

153. 20 Record Activity Clearance Eligibility Listing (RACEL) O earance Suspense
or Status Files. Lists of personnel security information or copies of clearance
requests held by security offices as a suspense or control record of the status
of personnel security clearance or as a record of clearance/access status of

i ndi vi dual s, excludi ng copies of clearances included in 390.10, Oficia
Personnel Fol ders or in 155.40, Personnel Security Folders. (Destroy RACEL
conputer listings and m crofiche upon receipt and verification of updated
listing or after 90 days, whichever is sooner. Purge magnetic records 1 year
after transfer or separation of the individual.) GRS 18, Item 23

153.50 CGrimnal Incident/Investigations File. Reports of investigation
messages; statenents of w tnesses, subjects and victins; photographs; |aboratory
reports; data collection reports; and other related papers. Records pertain to
civilian and mlitary personnel of DLA, contractor enpl oyees and ot her persons
who committed or are suspected of having cormitted a felony or m sdeneanor on
DLA controlled activities or facilities; or outside of those areas in cases
where DLA is or may be a party of interest.

153. 50A HQ DLA Staff Director (Command Security). (Destroy 5 years after the
receipt of a final report (see exceptions.)) N1-361-91-7

153.50B Ot her offices. (Destroy 1 year after the receipt of a final report.) NI-
361-91-7

153. 50C Exceptions:

153.50C(1) Crimnal investigation reports generated and entered into the Defense
Central Investigation Index (DCll1) by DLA crimnal investigators, detectives and
Command Security Oficers. (Retain for 25 years (10 years in hard copy and then
on microfiche for the balance of 25 years.)) NI1-361-91-7

153.50C(2) Reports of polygraph examination. (Destroy within 3 nmonths after

cl ose of the investigation, which included the rel evant exam nations.) NI1-361-
91-7

153.50C(3) Docunents related to legal or disciplinary actions. (Transfer to file
docunenting such actions.) NI1-361-91-7

153. 60 Analysis of Crimnal O fenses and Trends. Sunmaries, charts, graphs and
statistical data reflecting trends in crime. (Destroy after 3 years.) N1-361-91-
7

155 COUNTERI NTELLI GENCE AND SECURITY. Relates to enmergency security planning
needs, foreign liaison, information security, personnel security, OPSEC, and
other information, personnel, or technical security matters.

155.10 Security Violations. Docunents relating to reports and investigations of
security violations, including final disposition. (Destroy 2 years after
conpletion of final corrective or disciplinary action, except that records of
violations of a sufficiently serious nature to be classed as felonies will be
destroyed 10 years after all legal and disciplinary actions have been taken.)
N1- 361-91-7

155.15 Security Inspections. Docunents reflecting scheduling, inplenentation
of , and reports of security inspections.

155. 15A Governnent-owned facilities. (Destroy after 3 years.) GRS 18, Item9
155.15B Privately owned facilities. (Destroy after 4 years.) GRS 18, Item 10



155. 20 PLFA Security Profiles. Docunments reflecting status of security of PLFA
and secondary and tertiary field activities, including internal inspection
reports, reports of prelimnary inquiry, violation reports, correspondence on
special security matters of problems within the activity, and reports of

i nvestigation. (Destroy when superseded, obsolete, or no | onger needed for
reference.) NI1-361-91-7

155.25 Security Regradi ng Cases. Docunents relating to the review of specific
case files of classified docunents or equi pnent for the purpose of regrading the
docunent or the equipnent. (Destroy after 3 years.) N1-361-91-7

155. 30 Top Secret Inventories. Registers, lists, conparable docunents, and

rel ated paper accunul ated in connection with the periodic inventory of Top
Secret docunents. (Destroy 1 year after conpletion of the next inventory,
provided all material has been accounted for at that tinme.) N1-361-91-7

155. 35 d assified Nondi scl osure Agreenments. Copies of nondi scl osure agreenents,
such as SF 312, dassified Information Nondi scl osure Agreenent, signed by

enpl oyees with access to information which is classified or classifiable under
standards put forth by Executive Order 12356. (Maintain in personnel folder and
di spose of in accordance with file nunber 310. 10, Individual Personnel Records,
or 390.10, Oficial Personnel Folders, as appropriate.) GRS 18, Item 25b

155. 40 Personnel Security Fol ders.

155. 40A Copi es of requests for and certificates of personnel security clearance
rel ated transactions, and certificates of security briefing/debriefing,

aut hori zed for maintenance by Command Security O ficers, and superseded forns
serving rel ated purposes; docunents pertaining to limted access authorizations;
case resunes and other docunents relating to the processing of security

cl earances. Includes conparable transcripts of data in lieu of retaining copies
of docunents.

155. 40A(1) Upon transfer to another DLA activity. (Forward to gaining activity.)
N1- 361-91-7

155. 40A(2) Upon separation or transfer to a non-DLA organization. (Place in
inactive file, cut off at end of cal endar year, retain in current files area,
and destroy after 2 years.) NI1-361-91-7

155. 40B Case resunmes of reports of investigation, when relating to cases where
derogatory information is involved, including docunents reflecting actions taken
and copi es of documents simlar to those described in subparagraph 155. 40A
above. Records docunenting personnel clearances by HQ DLA will have the same

di sposition as simlar records described. (Upon separation, place renaining
docunents in inactive file, cut off at end of cal endar year, retain in a current
files area, and destroy after 2 years.) NI1-361-91-7

155.45 Record Activity Cearance Eligibility Listing (RACEL) O earance Suspense
or Status Files. Lists of personnel security information, or copies of

cl earance requests held by security offices as a suspense or control record of
the status of personnel security clearances or as a record of clearance/access
status of individuals, excluding copies of clearances included in 390. 10,

O ficial Personnel Folders or in 155.40, Personnel Security Folders. (Destroy
after transfer or separation of the individual, or when superseded or obsolete.)
N1- 361-91-7

155.50 Security Awareness. Docunents accumul ated in connection with systens
designed to obtain conpliance with security regulations by all personnel, such
as a systemrequiring that each individual periodically read applicable security
regul ati ons and sign a statenent indicating that he understands them (Destroy
after the next periodic application of the systemor upon inactivation of the

of fice or system whichever occurs first.) NI1-361-91-7

155.55 Foreign Visitors. Docunments accumul ated in connection with visit of
foreign nationals to mlitary installations and activities, including docunents
such as requests and authorizations to visit or receive training, notifications
of security clearances, itineraries, reports, and rel ated docunents. (Retain in



current files area and destroy 2 years after expiration of approval.) N1-361-91-
7

155. 60 Counterintelligence Investigative Files. Docunents reflecting results of
counterintelligence conplaint or incident investigations involving DLA personnel
or facilities, including reports of investigations fromDoD and U.S. Gover nnment
agencies. (Destroy 5 years after date of last action.) N1-361-91-7

155. 65 Counterintelligence Information Files. Docunents including
counterintelligence threat assessnents, reports on organi zation, mssion, and
nmodus operandi of hostile intelligence services, periodic counterintelligence
summaries and simlar non-investigative reports. (Destroy upon supersession or
obsol escence.) N1-361-91-7

155. 70 Techni cal Surveillance Countermneasures (TSCM Surveys/ Correspondence.
Docurents relating to the requesting, scheduling, coordinating, conducting and
reporting of results of inspections and surveys acconplished to determ ne

vul nerability of DLA facilities to technical surveillance, including docunents
reflecting followup action to conply with recommendati ons. (Destroy 2 years
after next conparable survey or inspection.) NIl-361-91-7

155.75 Antiterrorism Reports. Docunments concerning reports on terrorism
counterterrorismoriginated by DoD and ot her Governnent agencies and by private
sector organi zations, including hard copy and el ectrical nessages. (Destroy when
super seded, obsolete or no | onger needed for reference.) N1-361-91-7

155.80 Terrorism Threat Requests/Assessnents. Documents concerning terrorism

t hreat assessnment requests and assessnents origi nated and di ssem nated by
Headquarters, O fice of Command Security to DLA facilities or to DLA personnel
assigned to, tenporarily detailed to, or in transit to a particular area.
(Destroy after 2 years.) NI1-361-91-7

155.85 Terrorist Threat Assessnment Information Files. Terrorist threat
assessnents originated outside DLA and transmitted to DLA for information.
(Destroy when superseded, obsolete or no | onger needed for reference.) NI1-361-
91-7

155.90 Antiterrorism Action. Docunments reflecting actions in inplenentation of
DoD and DLA antiterrorism prograns and rel ated materi al s.

155. 90A Docunents reflecting DLA invol verent in actual terrorist incidents.
(Destroy 7 years after incident is closed. Retain in CFA 5 years then retire to
FRC.) N1-361-91-7

155. 90B O her docunents. (Destroy when superseded, obsolete or no | onger needed
for reference.) NI1-361-91-7

155. 95 OPSEC Survey Files. Docunents relating to preparation for and
participation in OPSEC surveys within DLA Headquarters and primary level field
activities. (Destroy upon obsol escence or supersession.) N1-361-91-7

155.97 OPSEC Training Files. Docunments relating to the preparation, conduct and
foll owup analysis of formal and informal training and awareness instruction
designed to acquaint individuals with the objectives, principles and nethods of
OPSEC prograns and to nmaintain a sense of OPSEC awar eness anong military and
civilian personnel assigned to DLA and PLFAs. (Destroy after 5 years or upon
obsol escence or supersession.) N1-361-91-7

157 PHYSI CAL SECURI TY AND LAW ENFORCEMENT. Rel ates to the protection of
resources agai nst espi onage, sabotage, terrorism danage and theft; physica
security and | aw enforcenent prerequisites for the safeguardi ng of DLA
installations, personnel, nedical, weapons, classified, and other critica

whol esal e supply stocks; and devel opnment of energency security response

requi renents for peace and wartime environments.

157.10 Protective Services Agreenents and Aut horizations. Docunents reflecting
menor anduns of under st andi ng agreenents, and aut horizati ons concerni ng physica
security, law enforcenment, and crimnal investigative matters with Mlitary



Departnments and Federal and State agencies. (Destroy 3 years after supersession
or obsol escence.) N1-361-91-7

157.15 Protective Services Special Equipnment. Docunents relating to

requi renents for procurement and use of equi pnment, other than those discussed in
157. 70, Physical Barriers, and 157.85, Protective Conmunications, such as speed
detection radars, identification caneras and rel ated equi pnent, tear gas masks,
and specialized transportation equi pnent. (Destroy 3 years after acquisition of
t he equi pnent to which the docunents relate or when no | onger needed if

equi prent i s not obtained.) NI1-361-91-7

157.20 Visitors and Vehicle Tenporary Passes and Pernmits Files. Docunments which
reflect the request for, issuance of, and use of visitor passes and vehicle
permts to gain access to and exit from Governnent facilities on a onetine
basis, including visitor registers and personal property passes. Excludes passes
or permts authorizing the entry of or renoval of CGovernnent property (see
157.95, Security of Material).

157. 20A For areas under maxi num security. (Destroy 5 years after final entry or
5 years after date of docunment, as appropriate.) GRS 18, Item 17a

157. 20B For other areas. (Destroy 2 years after final entry or 2 years after
dat e of docunent, as appropriate.) GRS 18, Item 17b

157.22 Cuard Logs and Regi sters. Registers or |ogs maintained by the guard

of fice and used to post occurrences.

157. 22A. Central guard office master | ogs. (Destroy 2 years after final entry.)
GRS 18, Item 20a

157.22B. I ndividual guard post |ogs of occurrences entered in naster |ogs.
(Destroy 1 year after final entry.) GRS 18, Item 20b

157. 25 Individual Access Files. Docunents relating to the request for

aut hori zation, issue receipt surrender and accountability records pertaining to
identification badges, cards and passes (other than visitor). (Destroy 1 year
after obsolete or no | onger needed except that individual badges, photographs,
or passes will be destroyed upon revocation, cancellation, or expiration and
except that credentials relating to personnel barred froma facility will be
destroyed 5 years after final action to bar fromfacility.) N1-361-91-7

157. 30 Mbtor Vehicle Registration. Docunents and records relating to pernmanent
registration of private vehicles to include comercial vehicles. (Destroy upon
normal expiration or supersession of registration or 3 years after revocation of
regi stration.) N1-361-91-7

157. 35 Motor Vehicle Liability Insurance. Docunents pertaining to requirenments
for motor vehicle liability insurance coverage, accepted and accredited
insurers, solicitation and sale, suspension or wthdrawal of solicitation or
accreditation privileges, reports, notices, certificates and other rel ated
docunents. (Destroy after 1 year, or when superseded or no | onger needed,

whi chever is |ater except that documents pertaining to suspension or wthdrawal
actions initiated by DLA activities will be retained and destroyed after 3
years.) NI1-361-91-7

157.40 Vehicle Accident Investigation. Reports, sketches, and rel ated papers
concerni ng acci dent investigations. (Destroy after 2 years.) NI1-361-91-7

157.45 Traffic Violations. Docunents relating to traffic tickets for noving and
nonnmovi ng vi ol ati ons, wi thdrawal of driver permts, and related papers. (Destroy
after 2 years.) NI1-361-91-7

157.50 Seizure and Disposition of Property. Documents pertaining to acquisition
and di sposition of contraband and physical evidence. (Destroy 3 years after
final action, except crimnal cases in which retention and disposition will be
as in series 153.50, Criminal Incident/lnvestigations File.) NIl-361-91-7

157.55 Firearns Registration. Docunents relating to registration of privately
owned weapons and firearns. (Destroy 6 nonths after cancellation of registration
or departure of registrant fromjurisdiction of the registering activity.) NI1-
361-91-7



157. 60 Loss and Recovery of Firearnms and Anmunition. Docunents and reports
relating to the |l oss and recovery of firearnms and amunition includi ng equi prent
designed to increase the efficiency or destructiveness of firearns. |ncludes
reports made by HQ DLA to the National Crinme Information Center.

157. 60A HQ DLA Command Security O fice. (Destroy after 10 years.) N1-361-91-7
157.60B Ot her offices. (Destroy after 3 years.) NI1-361-91-7

157. 65 Physical Security Area. Docunents, plans, and rel ated papers pertaini ng
to classification designation, procedures, and requirenments for sensitive areas
requiring special protective nmeasures. (Retain in CFA. Destroy after 3 years or
when the area no |l onger requires special protective neasures, whichever is
later.) NL-361-91-7

157.70 Physical Barriers. Docunents relating to use, design, installation, and
mai nt enance of physical barriers. (Retain in CFA Destroy after 3 years or when
barrier is renmoved, whichever is later.) NI1-361-91-7

157.75 Protective Lighting. Docunents relating to use, design, installation
and mai nt enance of protective and energency lighting. (Retain in CFA Destroy
after 3 years or when lighting is renmoved, whichever is later.) NI1-361-91-7
157.80 Protective Alarm System Docunents relating to use, design

installation, and mai ntenance of alarnms and intrusion detection systenms. (Retain
in CFA. Destroy after 3 years or when the alarmsystemis renoved, whichever is
later.) NL-361-91-7

157.85 Protective Communi cations. Docunents relating to use, design
installation, maintenance, and security of communication nets used by protective
services forces. (Retain in CFA Destroy after 3 years or when the
conmuni cati ons net is renoved, whichever is later.) N1-361-91-7

157.90 Police Force Records. Docunents relating to operation and use of a
police force; clearances, qualifications, training, exam nation, unifornms, and
weapons of personnel; and order, supervision, records, and reports. (Destroy
after 1 year or when superseded or obsol ete, as applicable.) NIl-361-91-7

157.95 Security of Material. Docunments relating to the use of |ocks, keys, and
conbi nations; security storage areas and bins; and inspections and novenents of
vehicles with Governnent materiel onto, within, and off of installations or
facilities.

157.95. For areas under maxi num security. (Destroy 3 years after turn-in of key,
| ock, conbination change, etc.) GRS 18, Item 16a

157.95 For other areas. (Destroy 6 nonths after turn-in of key, |ock

conbi nati on change, etc.) GRS 18, Item 16b

157. 97 Physical Security Surveys. Docunents including schedules pertaining to
annual , sem annual, or special surveys to determ ne adequacy of physica
security of activities, facilities, or sensitive areas or operations. (Retain in
CFA. Destroy after 3 years or when obsol ete or no | onger needed, whichever is
later.) NL-361-91-7

159 | NSPECTORS GENERAL (1 Gs)/DLA COWLAINTS. Relates to the inplenmentation of
the DoD I nspector CGeneral Defense Hotline and DLA Conpl ai nt Prograns.

159. 25 Conpl ai nt I nvestigation Policies and Procedures. Docunents relating to
policies and procedures for handling conplaint matters and conducting

i nvestigations of conplaints received fromthe Defense Hotline; DoD and mlitary
service Inspectors General; DLA Conplaint Program other sources; and fraud,
wast e, and abuse awareness material. (Destroy when superseded, obsolete, or no
| onger needed for reference.) NI1-361-87-1

159. 50 Conpl aint I nvestigative Case Files. Reports of investigations,

i nquiries, and/or reviews conducted by HQ DLA or subordi nate el enents including
all related supporting docunentation. (Destroy 3 years after conpletion of
case.) N1-361-97-4



159. 75 Conpl ai nt Case Logs. Case logs and cross reference indices used to
control the processing of investigations. (Destroy 3 years after conpletion of
case.) N1-361-97-4

SAFETY AND HEALTH

160 SAFETY AND HEALTH. Relates to devel opnent and managi ng prograns that assure
safe working conditions and to activities that pronote the health of enpl oyees
and ot hers.

160. 01 Safety and Health Prograni Project Files. Docunments related to the
formul ati on, managenent, adm nistration and execution of individual Safety and
Heal t h prograns/projects such as program pl ans, studies and anal yses, reports,

| etter guidance and direction, and rel ated docunents. (Destroy 2 years after
term nation of programeffort, or when no | onger required, whichever is sooner.)
N1- 361-91- 15

160. 02 Safety and Health Correspondence Files. Docunents providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Safety and Health matters including interpretations and deci sions on
applicability, requests for waivers and exception, data calls and periodic
reporting, and simlar docunments not covered el sewhere.

160. 02A HQ DLA. (Destroy after 2 years.) NI1-361-91-15

160.02B Ot her activities. (Destroy after 1 year.) N1-361-91-15

160. 20 Safety and Health Case Files. Safety Program Report, mi shap reports,
accident analysis reports, other simlar reports, printouts, and rel ated backup
materials used to investigate, record and report hazards and acci dents invol ving
Gover nment personnel, vehicles and facilities, and recommend action to prevent
recurrences. (Contract Adm nistration/Quality functions should use 773. 45,
Contractor Mshaps.) (Destroy 5 years after all aspects of the case are closed.)
N1- 361-91- 15

160.40 Hazard Report File. Program Safety Reports, annual COccupational Safety
and Health Administration (OSHA) reports, personnel strength listings, quarterly
reports, logs, correspondence, notes and rel ated backup materials used to

i dentify hazardous conditions and recomend corrective actions. (Destroy after 3
years.) NI1-361-91-15

160. 45 Industrial Hygi ene Survey Reports. Reports of the data and results of
surveys conducted to eval uate enpl oyee exposures to workpl ace health hazards
such as noise, toxic chem cals, or radiation. (Destroy after 40 years.) NCl-361-
80-1

160. 60 Survey and Inspection Files. Reports and inspections of facilities,
conducted to ensure adequacy of protective and preventive nmeasures taken agai nst
hazards of fire, explosion, and accidents. (Contract Adm nistration/ Quality
functions should use 773.65, Specialized Safety Surveys.) (Destroy when 3 years
ol d, or upon discontinuance of facility, whichever is sooner.) GRS 18, Item9

LEGAL SERVI CES

170 LEGAL SERVICES. Relates to providing | egal advice and services in al
matters involving or affecting DLA such as |egislation; procurenment and contract
clains, appeals, and litigation; other litigation; standards of conduct; and

| egal assistance for mlitary personnel and dependents.

170. 01 Legal Program Project Files. Docunents related to the formnul ation
managenent, admi nistration and execution of individual Ofice of General Counse
prograns/ proj ects such as program plans, studi es and anal yses, reports, letter
gui dance and direction, and rel ated docunents. (Destroy 2 years after

term nation of programeffort, or when no | onger required, whichever is sooner.)
N1- 361-91-5



170. 02 Legal Correspondence Files. Docunents providing general direction, staff
gui dance and reporting in the nanagenent and adm nistration of the Ofice of
General Counsel including interpretations and decisions on applicability,
requests for waivers and exceptions, data calls and periodic reporting, and
sim |l ar docunments not covered el sewhere

170. 02A HQ DLA Ofice of Counsel. (Destroy after 2 years.) NI1-361-91-5

170.02B O her activities. (Destroy after 1 year.) N1-361-91-5

170.10 Legislation Files. Records accunul ated as a result of preparing and
processing | egislation, Executive Orders, and procl amati ons proposed by or of
interest to DLA. Includes staff summaries/coordinating actions, proposals,
correspondence, draft DLA |l egislation, conments to | egislative proposals drafted
by ot her agencies or DoD, and rel ated background and supporting docunentation
(Cutoff at close of each Congress. Destroy after 5 years.) NI1-361-91-5

170.11 Legal Opinions. Legal opinions and rel ated docunentation on plans,
prograns, systens, and operations not appropriate for inclusion in other files.
(Destroy after 3 years or when no | onger needed for reference, whichever is
later.) NI1-361-93-3

170.13 Contract Review Files. Logs, checklists, coments, and sinilar records
relating to the review of solicitations and proposed contract awards for |ega
sufficiency. (Destroy 3 years after contract term nated/conpl eted. Exception
Files that pertain to contract award protests/appeals proceedings, transfer to
appropriate litigation file.) NI1-361-91-5

170. 16 Post-award Contract Files. Case files containing contractor conplaints
and di sputes, attorney notes, conversation records, Contracting Oficer
Deci si ons, copies of cases and other supporting docunentation relating to
resolution of matters outside litigation. (Destroy 3 years after fina

resol ution of the conplaint or dispute.) NI1-361-91-5

170.19 Potential CaimFiles. Accident reports, investigation reports, attorney
notes, correspondence, and simlar docunentation relating to potential clains.
If actual claimis initiated, transfer file contents to appropriate litigation
series. (Destroy after 6 years and 3 nonths.) N1-361-91-5

170. 22 Novation Files. Fornms, attorney notes, and correspondence relating to
contractor ownership changes used to transfer |egal obligations. (Destroy 6
years after conpletion of contract.) N1-361-91-5

170.25 Bid M stake Allegation Files. Correspondence, determ nations and
findings, and simlar records accunul ated as a result of review ng contractor
al | egations of mstakes in bids on procurenment contracts. (Destroy 6 years after
conpl etion of contract.) NI1-361-91-5

170.28 Court Contract Litigation. Case files consisting of litigation reports,
court pleadings, notions, |egal research nenos, Departnent of Justice (DQJ)
correspondence, agency correspondence, copies of contracts, decisions,
transcripts of trial, transcripts of depositions of w tnesses, court decisions,
settl enent agreenents, w thdrawal notices and rel ated docunentation used in
contract litigation actions. (Destroy 6 years after final settlenent.) N1-361-
91-5

170. 31 Administrative Contract Litigation. Case files consisting of wtness
lists, interview notes, pleadings, notions, affidavits, correspondence, hearing
transcripts, copies of final decisions and rel ated docunentation used in

adm ni strative | aw proceedi ngs, such as appearances before the Arnmed Services
Board of Contract Appeals. (Destroy 6 years after case closing.) N1-361-91-5
170.34 O her Litigation. Case files relating to the processing of tort clains,
personnel actions, and other such litigation related to matters other than
contracts. (Destroy 6 years after case closing.) N1-361-91-5

170. 37 Bankruptcy Files. Notices, proofs of claim DQJ correspondence,

pl eadi ngs, reports/findings, judgnments (court decision), cash collection
vouchers, copies of check(s) received, and sinilar records relating to



contractor insolvencies and bankruptcies. (Destroy 6 years after renuneration
received or final judgnment, whichever is later.) NIL-361-91-5

170.40 Agency Protest Files. Contracting O ficer final decision papers, protest
docunents, attorney notes, correspondence, protest decision papers, and simlar
records used to support Agency |egal position relating to contract award
protests. (Destroy 6 years after final action.) N1-361-91-5

170.43 GAO Protest Files. Notices, logs, reports, GAO conference transcripts and
comment s, pl eadi ngs, GAO deci sions, requests for reconsideration, record of
attorney costs, case confirmations, and simlar records used to support Agency

| egal position relating to contract award protests filed with GAO. (Destroy 6
years after final settlenent of the claim) NI-361-91-5

170.46 Contract Fraud Files. Report of fraud, referral letters, conversation
records, investigative reports, conclusions/recomendati ons, synopsis, research
material, and related records pertaining to matters of potential contract fraud,
i mproper conduct, violations of conflict of interest laws, and simlar matters.
VWhen such cases result in litigation, use 170.28, Court Contract Litigation, or
other applicable litigation series. (Destroy after 6 years.) NI1-361-91-5

170. 49 Debarnment, Suspension Files. DFARS Report fromfield, copies of

i ndi ctrrents (including evidence), conversation records, menoranda of decisions,
copi es of notices of suspension and debarnent, correspondence, contractor
replies, termnation notices of suspension, judgenent sheets, and simlar
records relating to debarred, ineligible, or suspended contractors. (Destroy 6
years after date of DFARS Report.) N1-361-91-5

170.52 Inventions Disclosure. Docunments relating to inventions on which patent
applications are not prepared. Such docunents result fromthe disclosure of
inventions by mlitary personnel, civilian enpl oyees of the Governnment, and from
research and devel opnent under DoD contracts.

170. 52A HQ DLA Ofice of Counsel. (Destroy after 26 years.) NN 168-94

170.52B O her activities. (Destroy after 7 years.) NN 168-94

170.55 Patent Case Files. Docunents relating to actions involving the acquiring
of patent rights of inventions. (Destroy after 26 years.) NN 168-94

170.58 Patent Licenses and Assignnents. Docunents concerning |icensing and

assi gnment arrangenments for use of patents owned by non-governnenta

organi zations or individuals, including clearances to procure |icenses or
assignnments; and consisting of correspondence on |icense negotiations, requests
for clearance, |icense agreements, reports submtted under the terns of the
license, and simlar papers. (Destroy after 26 years.) NN 168-94

170. 61 Patent Infringenment. Documents concerning the potential or actua

i nfringement of patent rights or neasures taken to preclude such infringenent.
(Destroy after 26 years.) NN 168-94

170. 64 Patent Royalties. Docunments concerning contractor royalty reports and
refund or adjustment of reported royalties. (Destroy after 10 years.) NC 361-75-
1

170. 67 Copyrights. Docunents relating to the copyrighting of material, the
obt ai ni ng of perm ssion to use copyrighted material, or the infringenment of a
copyright. (Destroy after 56 years.) NN 168-94

170.70 Financial Interest Statenents. Confidential and public statenments of
affiliations and financial interests and related records. (Destroy after 6
years; except that docunents needed in an ongoing investigation will be retained
until no longer needed in the investigation.) GRS 1, Item 24b

170. 73 Ethics and Standards of Conduct Files. Formal opinions, correspondence,
training materials, programideas, technical materials, tracking/contro

mechani snms, and rel ated records used to inform DLA personnel of their ethical
and standards of conduct responsibilities. (Destroy when obsol ete or

super seded.) NI1-361-91-5

170. 76 Legal Assistance. Correspondence, nenoranda, attorney opinions, and
simlar records accumulated as a result of providing | egal advice and assistance



to mlitary personnel and their dependents. (Destroy 1 year after conpletion of
case except legal instruments withdrawn for use as precedents may be held until
no | onger needed for reference.) NI1-361-91-5

170.79 Mlitary Justice. Docunments relating to mlitary justice such as

i nvestigations of alleged offenses, copies of docunments furnished to Mlitary
Services regarding offenses, and simlar material. Excludes non-judici al

puni shrent records that should be filed in 310.25, Non-judicial Punishnent.
(Destroy after 6 years.) NI1-361-91-5

| NTERNAL REVI EW

180 INTERNAL REVIEW Relates to the conduct of independent appraisals of
operations, determ ning the effectiveness of internal control procedures for
various progranms and operations, and resultant reports to the Comuander

180.10 Internal Review Policies and Procedures. Docunents pertaining to policies
and procedures for conducting internal reviews of functional areas. (Destroy
when superseded, obsolete, or when no |onger needed for reference.) NL-361-90-02
180. 20 Internal Review Wrking Papers. Docunents relating to audit prograns,
adm nistrative tine controls, interview notes, flowharts, results of analysis,
spreadsheets, and draft reports used for background information in preparation
of final survey reports, and for devel opnent of follow up reviews of
recomendati on i npl enentation. (Destroy after recomendati ons have been

i npl enented or follow up reviews have been conpl eted, whichever is later.) NI-
361-90- 02

180.30 Internal Review Case Files. Docunments reflecting results of interna

audi ts of program operations and procedures, audit survey reports, follow up
revi ews of managenent actions, staff sunmary sheets, and rel ated correspondence
used to review internal control systens, determ ne systens adequacy, policy
conpl i ance, resource safeguards, and econom c and efficient managenent. (Destroy
after 10 years.) NI1-361-90-02

PUBLI C AFFAI RS

190 PUBLI C AFFAIRS. Relates to DLA public affairs prograns and activities
designed to provide information about DLA activities. Includes information

rel eased to the public, participation in comunity relations prograns, and
simlar actions dealing with positive public relations, as well as interna

i nformati on prograns concerning DLA enpl oyees.

190.01 Public Affairs PrograniProject Files. Records related to the
formul ati on, managenent, admi nistration and execution of individual public

af fairs prograns/projects such as program pl ans, studies and anal yses, reports,
| etter guidance and direction, and rel ated docunents. (Destroy 2 years after
term nation of programeffort, or when no | onger required, whichever is sooner.)
N1- 361- 90- 3

190. 02 Public Affairs Correspondence Files. Records providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
public affairs including interpretations and decisions on applicability,
requests for waivers and exceptions, data calls and periodic reporting, and
sim | ar docunments not covered el sewhere

190. 02A HQ DLA. (Destroy after 2 years.) NI1-361-90-3

190.02B O her activities. (Destroy after 1 year.) N1-361-90-3

190. 10 Internal Information Publication Files. Consists of a Record Set of
bookl ets, panphl ets, enpl oyee newspapers, and other simlar informationa
docunents published and issued by DLA. Oficial file copy is maintained by the
preparing and issuing office.

190. 10A HQ DLA O fice of Public Affairs. (Permanent. Transfer to the Nationa
Archives in 5-year blocks when 30 years old.) N1-361-90-3



190.10B Ot her activities. (Destroy when no |onger needed for reference.) N1-361-
90-3

190. 11 Internal Information Background Files. Correspondence and rel ated
records pertaining to the operation of the activity internal informationa
program (Destroy when no | onger needed for reference.) NI1-361-90-3

190. 20 Public Affairs Rel eases. Records relating to the rel ease of information
to the public through various nedia that pertain to new agency prograns or

term nation of old agency prograns, major shifts in policy, changes in senior
personnel, and simlar docunments. Includes news rel eases, articles, speeches,
testinoni es, audi ovisual, television, and radi o productions.

190. 20A HQ DLA O fice of Public Affairs. (Permanent. Transfer to the Nationa
Archives in 5-year blocks when 30 years old.) N1-361-90-3

190. 20B Ot her activities. (Destroy when no | onger needed.) NI1-361-90-3

190. 21 dearance Files. Records relating to clearance of speeches, articles,
testi nmoni es, audi ovi sual productions, and other informational material prior to
rel ease to the public. (Destroy after 2 years.) N1-361-90-3

190.22 Public Inquiry Files. Records relating to inquiries fromthe nedia,
organi zati ons, and the general public concerning DLA, including docunmentation
devel oped to coordi nate responses. (Destroy after 1 year.) NI1-361-90-3

190. 24 Bi ography Files. Biographies, photographs, and rel ated docunents
pertaining to leading mlitary and civilian personalities used to provide

i nformation to various public organizations and groups. (Destroy 2 years after
retirement, transfer, separation, or death of the person concerned.) N1-361-90-3
190. 30 Comunity Relations Files. Records relating to planning and pronoting
activities to establish and maintain relations with | ocal community, civic, and
trade organi zations. (Destroy after 1 year or when superseded or obsolete.) NI-
361-90-3

190. 31 Special Events. Records relating to participation in public cerenonies
and affairs such as parades, public displays, observances of |ocal and nationa
hol i days, and conparable events. (Destroy after 2 years.) N1-361-90-3

190. 32 External Information Publication Files. Informational material of
various types distributed to trade and special -i nterest organi zati ons,
contractor firnms, and mlitary custonmers. (Destroy when superseded or obsolete.)
N1- 361- 90- 3

190. 40 Speech Files. Copies of official speeches delivered by DLA personnel
internally and externally. Includes related records created in the process of
witing, editing, and cl earing speeches.

190. 40A Speeches delivered by Agency Director and Deputy Directors. (Pernmanent.
Transfer to National Archives in 5-year blocks when 30 years old.) N1-361-90-3
190. 40B O her speeches. (Destroy after 3 years.) NI1-361-90-3

190. 41 Speech Reference Files. Source material for speeches consisting of
background material fromvaried sources. (Destroy when no | onger needed for
reference.) NI1-361-90-3

PLANNI NG AND RESOURCE MANAGEMENT

210 PLANNI NG AND RESOURCE MANAGEMENT. Relates to functions of planning and
resource managenent. |ncludes financial managenent (programr ng, budgeting,
resourcing, and adm nistration of resources, including financial |iaison); the
DLA Managenent Information Systems (M S); mission and organi zati on managenent;
productivity inprovenent; contingency and strategic planning; and prograns for
i nternal managenent control, conmercial activities (CA), Defense Regiona
Interservice Support (DRI'S), and Enpl oyee Suggesti on Program

210. 01 Pl anni ng and Resource Managenent Prograni Project Files. Docunents
related to the fornul ati on, managenent, admi nistration and execution of

i ndi vi dual Pl anni ng and Resource Managenent prograns/projects such as pl ans,
studi es and anal yses, reports, letter guidance and direction, and rel ated



docunents. (Destroy 2 years after termnation of programeffort, or when no

| onger required, whichever is sooner.) N1-361-92-03

210. 02 Pl anni ng and Resource Managenent Correspondence Files. Docunents
provi di ng general direction, staff guidance and reporting in the managenent and
adm ni stration of planning and resource nmanagenent nmatters such as

i nterpretati ons and deci sions on applicability, requests for waivers and
exceptions, data calls and periodic reporting, and simlar docunments not covered
el sewhere.

210. 02A HQ DLA. (Destroy after 2 years.) NI1-361-92-03

210.02B O her activities. (Destroy after 1 year.) NI1-361-92-03

212 MANAGEMENT AND BUDGET. Relates to the devel opnent and i npl enentati on of
policies and objectives pertaining to the activity budget and the Program

oj ective Menorandum (POV), the DLA MS, the Defense Integrated Managenent

Engi neering System (DI MES), m ssion and organi zati on managenent, productivity

i mprovenent and enpl oyee suggesti ons.

212. 10 Def ense Busi ness Operations Fund (DBOF) Budget Devel opnent. Program
budget decisions, justifications, call letters, narratives, budget formats, DLA
proj ected guidance, inflation rates and rel ated correspondence and nmaterial s
used in the devel opment, preparation, fornulation, justification and execution
of the DBOF budget. (Destroy after 5 years.) N1-361-92-03

212. 12 DBOF Annual Operating Budget. Unit cost goals, obligations, analyses,
letters requesting changes in goals, related correspondence and backup materials
used to establish the annual DBOF budget. (Destroy after 5 years.) NI1-361-92-03
212. 14 Standard Pricing. Standard price bulletins and rel ated standard price
information related to National Stock Numbers, spreadsheets, and rel ated
correspondence used to establish and review standard unit prices for DBCF itens,
and eval uate actual DBOF costs and trends. (Destroy after 5 years.) N1-361-92-03
212.16 DBOF Operational Integrity. Charts tracking planned/actual costs,
monthly cost letters, spreadsheets, analyses, reports of expenses, change
requests, related correspondence and backup materials used to determ ne adequacy
of pricing and surcharges, and eval uate DBOF operational variances and trends.
(Destroy after 5 years.) N1-361-92-03

212.18 DBOF Inventory Transactions. |Inventory reports, conmputer printouts,
journal voucher sunmaries, and rel ated correspondence used to anal yze fi nanci al
results of inventory transactions and initiate corrective actions. (Destroy
after 5 years.) N1-361-92-03

212. 20 DBOF Operating Performance. Printouts, spreadsheets, journal vouchers,
trial bal ances, performance sunmaries, letters, correspondence and ot her

i nventory and financial data materials used to conduct anal yses of operating
performance of DBOF operations. (Destroy after 5 years.) NI1-361-92-03

212. 30 Activity Budget Administration. Copies of Annual QOperating Budget (AOB)
docunments, fund authorizations, service orders, fund transfer vouchers,

i nstructions, guidance, notices, nessages, related correspondence and backup
materials used to adm nister the activity budget. (Destroy 2 years after end of
fiscal year.) GRS 5, Item1

212. 32 Budget Expenditures. Copies of reinbursenent clains, special equipnent
requests, travel orders, correspondence and related materials used to track and
control expenditures during budget year. (Destroy 1 year after close of the
fiscal year.) NI1-361-92-03

212. 34 Contracted Advi sory Assistance Services (CAAS) Studies. CAAS studies,
copi es of purchase orders, requests, and rel ated backup materials. (Destroy
after 3 years.) N1-361-92-03

212. 36 Budget Histories. Year-end closeout reports, general |edger account and
cost/obligation reports, Mnthly Managenment Reviews (MVR), nanpower sunmaries,
and rel ated budget history data used for reference purposes in trend



devel opnent, special studies and reports, devel opnent of statistical data, and
simlar uses. (Destroy 3 years after end of the fiscal year.) N1-361-92-03

212. 38 Resource Allocation. Quarterly fund authorizations, Advice of Obligation
Authority forns, status of operating budget and tracki ng docunents, revised
budgets, program papers, and rel ated correspondence used to allocate financi al
resources to activity and subordinate field activity managers. (Destroy 2 years
after the close of the fiscal year.) N1-361-92-03

212. 40 Rei mbursenent Files. Billings, detail man-hour/Ilabor data and rel ated
cost data pertaining to rei nbursenents. (Destroy 2 years after end of fisca
year.) N1-361-92-03

212. 60 Master Account Record (MAR). Transcript sheets, facsimle records,
correspondence, and copies of MAR printouts used to adm nister the activity

Mast er Account Record.

212. 60A Fi scal Yearend MAR Printout and Backup Materials. (Destroy after 2
years.) NI1-361-92-03

212.60B Monthly MAR Printouts and Backup Materials. (Destroy when superseded.)
N1- 361- 92- 03

212. 62 Productivity Inprovenment Program (PIP). Man-hour and cost data, studies,
reports, correspondence and other statistical data and materials used to devel op
and identify performance neasurenment indicators relating to Total Quality
Managenent (TQW) and unit cost theories for inplenentation of the PIP program
(Destroy when no | onger needed for reference.) NI1-361-92-03

212. 64 Organi zation, Mssion and Functions Manual Devel opnment. Coordi nation
fornms, input recommendations, correspondence and rel ated backup material s used
in the devel opnment and preparation of the activity organization, m ssion and
functi ons manual

212. 64A HQ DLA. (Permanent. Transfer to National Archives in 5-year blocks when
20 years old.) NI1-361-92-03

212.64B O her activities. (Destroy after 10 years or when superseded, obsolete,
or no |onger needed for reference, whichever is sooner.) N1-361-92-03

212. 66 Organization and Functions Eval uations. Correspondence; studies;

anal ysis, progress, and other (DoD I G Inspection and Audit, and GAO) reports and
rel ated backup materials; devel oped policies, procedures, and techniques used to
eval uate effectiveness and efficiency of activity m ssion assignnents,

organi zation, and functions including unit cost.

212. 66A HQ DLA.

212. 66A(1) DoD I G Inspection and Audit, and GAO Reports. (Permanent. Transfer to
Nati onal Archives when 5 years old.) N1-361-92-03

212. 66A(2) Al others. (Permanent. Transfer to National Archives in 5-year

bl ocks when 20 years old.) N1-361-92-03

212.66B O her activities.

212.66B(1) DoD I G Inspection and Audit, and GAO Reports. (Destroy after 5
years.) NI1-361-92-03

212.66B(2) Al others. (Destroy after 10 years or when superseded, obsolete, or
no | onger needed for reference, whichever is sooner.) NI1-361-92-03

212.68 Activity M ssion Changes. Standard organi zati on docunents,
recomendati ons for change, and rel ated gui dance and correspondence used to
furnish activity staff |eadership and advice in coordinating the devel opnent of
organi zati onal plans for inplenenting changes in activity m ssion

212. 68A HQ DLA. (Permanent. Transfer to National Archives in 5-year bl ocks when
20 years old.) N1-361-92-03

212.68B O her activities. (Destroy after 10 years or when superseded, obsolete,
or no |onger needed for reference, whichever is sooner.) N1-361-92-03

212.70 Base Real ignment and C osure Conmi ssion (BRAC) Files. Briefing

mat eri al s, agendas and m nutes of executive group neetings, staff studies,
program eval uati ons, data call responses, system docunentation, analyses and
conpari sons, staff reports, internal and external audit results, copies of



reports forwarded to higher headquarters, correspondence, background materials,
and other directly related material pertaining to the agency's recommendati ons
to the DoD Base Real i gnment and C osure Conmi ssion

212. 70A HQ DLA. (Permanent. Transfer to the National Archives when 30 years

ol d.) NI1-361-93-7

212.70B O her activities. (Destroy after 5 years or when no | onger needed for
ref erence, whichever is later.) N1-361-93-7

212.72 CGeneral Orders. Copies of General Orders and rel ated correspondence,
coordi nation fornms, and rel ated docunents used to develop and issue all Genera
O ders.

212. 72A Record copi es of general orders published by orders issuing authority,

i ncl udi ng background material filed at HQ DLA and Primary Level Field
Activities. (Permanent. Transfer to the National Archives in 5-year bl ocks when
30 years old.) NI1-361-92-03

212.72B O her offices. (Retain only those orders pertaining to their respective
el ements. Destroy when superseded or obsolete.) NI1-361-92-03

212.74 Special Studies. Special managenent studies, surveys, research and

anal yses, review actions, and rel ated backup materials accunul ated as a result
of identifying and resolving problens. (Destroy when no | onger needed for
reference.) NI1-361-92-03

212.76 Management |nprovenent Projects. Docunents relating to specific
proposal s or projects to inprove or sinplify the manner or method of pl anning,
directing, controlling, or doing work such as proposals for inprovenent, flow
process charts, work counts, notion econony studies, |ayout studies, procedures,
drafts, and action taken on proposals. (Destroy after 5 years.) NCl1-361-76-8
212.78 Performance Anal ysis System Docunents establishing work units and
performance anal ysis systemreportable itens for each activity within an
installation or conmand. Included are functional statements, work descriptions,
wor k neasurenent unit definition, conparison statenents, and supporting
background data. Also included are retained copies of reports forwarded to

hi gher headquarters that reflect the status and change of reportable itens
within the program (Destroy after 5 years or when superseded, obsolete, or no
| onger needed for reference, whichever is sooner.) NN 168-94

212. 80 Enpl oyee Suggestion Program Suggestion forns, rel ated awards,
correspondence and backup materials used in the managenent of the Enpl oyee
Suggestion Program and in the review of proposals and devel opnent of
recomendat i ons for approval /di sapproval .

212. 80A Docunents pertaining to overall policy, procedures and adm nistration of
t he Enpl oyee Suggesti on Program

212. 80A(1) HQ DLA. (Destroy after 5 years.) N1-361-92-03

212.80B(2) O her activities. (Destroy when superseded, obsolete, or no |onger
needed for reference. N1-361-92-03

212. 80B Proposals, case files, reports and supporting documents.

212. 80B(1) HQ DLA and PLFA Suggestion Managers. (Destroy 3 years after

di sapproval, conpletion of testing, or permanent inplenentation, as applicable.)
N1- 361-92- 03

212.80B(2) O her activities. (Destroy when superseded, obsolete, or no |onger
needed for reference.) N1-361-92-03

212. 82 Organi zation Mdeling Program (OMP). Printouts, instructions, letter

gui dance, and rel ated correspondence and backup materials used to nmanage the
activity OWP and maintain current data for authorized positions. (Destroy after
2 years.) N1-361-92-03

212.84 Mlitary Position Requirenments. See 310.13, Informational Personne
Records.



214 PLANS AND PROGRAMS. Rel ates to the devel opnent and i npl enent ati on of
policies and objectives relating to contingency and strategi c planning, interna
managenent controls, Conmercial Activities (CA) and simlar prograns.

214.10 Mobilization Plans (O her Agencies). Mobilization plans of higher
headquarters and other DoD activities. (Destroy when superseded or cancel ed, or
di spose of in accordance with instructions of the originator, as appropriate.)
NC- 361- 75- 3

214. 15 War and Emergency Support Planning. Plans, policies, procedures, and
correspondence relating to preparedness neasures taken for general war, limted
war, contingencies, domestic emergencies, nobilization, and simlar activities.
I ncl udes the DLA Basic Energency Plan (BEP) and the Field Activity Basic

Emer gency Pl ans ( FABEPS) .

214. 15A HQ DLA. (Permanent. Retain in current files area for 3 years, then
transfer to Federal Records Center. Transfer to the National Archives after 10
years in FRC.) NC1-361-76-5

214. 15B O her offices. (Destroy when superseded, obsolete, or no | onger needed
for planning or energency purposes.) NC1-361-76-5

214.17 Situation Report (Sitrep) Files. Copies of sitreps, nessages, facsimle
transm ssions, fact sheets, records of actions, status sheets, nmaps, and ot her
rel ated docunents used to nonitor status of special situations or events.

214. 17A Sitreps that inpact on-going actions or are recurring, includes
classified and unclassified crisis action operations. (Destroy 2 years after no
further action is required or when no | onger needed for reference, whichever is
later.) N1-361-93-8

214.17B Sitreps that deal with routine field and HQ i ssues, includes daily or
weekly updates. (Destroy when no | onger needed for reference.) NI1-361-93-8

214. 20 Energency Tests and Exerci ses. Docunents accumnul ated as a result of
testing various energency plans, including announcenent of tests to be
conducted, instructions to participants, staffing assignnents, nessages,
docunents reflecting simulated situations and actions critique sheets, reports
and simlar docunments. Includes exercise directives, instructions, and other
docunments rel ated to exerci ses.

214. 20A HQ DLA. (Destroy after 3 years.) GRS 18, Item 28

214.20B O her offices. (Destroy when superseded, obsolete or no | onger needed
for planning and energency purposes.) N1-361-92-03

214.35 Strategic Planning. Relates to |ong-range planning information that is

i ntended to provide direction for the Agency in providing |ogistics and ot her
support and services.

214. 35A HQ DLA Strategic Plan

214. 35A(1) HQ DLA. (Permanent. Transfer to National Archives in 5 year bl ocks
when 20 years old.) NI1-361-92-03

214. 35A(2) Ot her offices. (Destroy when superseded or no | onger needed for
reference.) NI1-361-87-1

214. 35B PLFA Strategic Plans.

214. 35B(1) PLFA Commanders. (Permanent. Transfer to NARA in 5 year bl ocks when
20 years old.) N1-361-87-1

214.35B(2) O her offices. (Destroy when superseded or no | onger needed for
reference.) NI1-361-87-1

214. 40 Program Revi ew and Anal ysis. Docunents created in the process of review
and anal ysis of progress in program acconplishnent, including progress reports,
cost and performance reports, statenents of analysis, summaries, directed
actions, and other docunments which reflect actual performance, progress,
acconpl i shments, deficiencies and problens in relation to program goal s.

214. 40A HQ DLA. (Permanent. Transfer to the National Archives in 5-year bl ocks
when 30 years old.) NCI1-361-76-5

214. 40B O her offices. (Destroy after 10 years.) NCl1-361-76-5



214.41 Internal Control Reports. Annual reports and assurance statenents created
by organi zati onal conponents bel ow t he agency | evel, and conpiled by the agency
into a single unified report for direct subm ssion to the President and
Congress. (Cut off closed files annually. Destroy after next reporting cycle.)
GRS 16, Item 14d

214. 42 Managenent Control Pl ans. Conprehensive plans pertaining to scheduling
and status of risk/vulnerability assessments and managenent control reviews.
(Destroy when superseded.) GRS 16, Item 1l4c

214. 43 Internal Managenent Control Reviews. Correspondence, reports, action
copi es of audit findings, managenment control review findings, and other records
that identify programinternal control weaknesses, and corrective action taken
to resol ve such problens. Includes alternative internal control reviews
identified in the managenment control plan. (Cut off when no further corrective
action is necessary. Destroy 5 years after cutoff.) GRS 16, Item 14f (1)

214. 44 Internal Control Risk/Vulnerability Assessnents. Copies of reports and
supporting materials used to docunment review of program areas for susceptibility
to |l oss or unauthorized use of resources, errors in reports and information, and
illegal and unethical actions. (Cut off closed files annually. Destroy after
next review cycle.) GRS 16, Item 14c

214. 45 Menoranduns of Policy and Joint Staff Menoranduns. Docunents relating to
bot h nunbered and unnunmbered Menoranduns of Policy and Staff Menoranduns,

i ncl udi ng coments establishing DLA positions. (Destroy when superseded,

obsol ete, or no |longer needed for reference.) NCl1-361-77-1

214.50 Joint Chief of Staff (JCS) Notes and Reports. Docunents relating to both
nunbered and unnunbered notes and reports provided either by or to JCS staff

el ements. Includes comments and staffing notes establishing a DLA position on
the paper. (Destroy after 3 years or when superseded, obsolete, or no |onger
needed for reference, whichever is sooner.) NCl1-361-77-1

214.55 DLA Council Actions. Docunents relating to the establishment, functions,
agenda, mnutes, recomendations, and other official actions of the DLA Counci

i ncludi ng significant background and supporting docunents accunul ated and/ or
created by the Council in fulfilling its mssion relative to programreview and
anal ysi s.

214. 55A HQ DLA. (Permanent. Transfer to the National Archives in 5-year bl ocks
when 30 years old.) NCI1-361-76-5

214.55B Ot her offices. (Destroy after 10 years.) NCl1-361-76-5

214. 65 Conmmercial Activity (CA) Program Docunentati on. Docunents accunulated in
the initiation, analysis and inplenmentation of the CA Program i ncl udi ng
performance work statenents and cost conparison studies.

214. 65A Docunents pertaining to overall policy, procedures and adm nistration of
t he CA Program

214. 65A(1) HQ DLA Conmercial Activity Program O fice. (Permanent. Transfer to
the National Archives in 5-year bl ocks when 20 years old.) NCl-361-84-6

214. 65A(2) O her offices. (Destroy when superseded, obsolete, or no |onger
needed for reference.) NCl1-361-84-6

214. 65B Case files containing performance work statenments, cost conparison
studies, and other related docunents for specific studies. (Destroy 5 years
after conpletion of study or on conpletion of a follow ng study whichever is
[ater.) NCl-361-84-6

214.70 Interagency and Inter/lIntraservice Agreenments. Policy and procedures
relating to interservice support agreenents; interagency agreenents; menoranda
of understandi ng; and simlar formal docunentation covering transfer or use of
real property and facilities; supply managenent rel ati onshi ps; procurenent and
producti on agreenments negotiated both at Headquarters and field levels; and
cross-servicing agreenments between DLA and the owning Mlitary Service governi ng
recei pt, storage, and shipment of DLA supply itenms at depots. Excludes budgeting
and financial responsibility agreenments which will be filed under 400.20 and



i nformati on copi es of agreements which should either be filed under file nunber
110.70 or, if directly related to an action case, then filed functionally wth
t he case.

214. 70A Inter/Intraservice Agreenents.

214. 70A(1) DLA activities executing agreenents. (Destroy 10 years after
supersession or expiration of agreenent.) NI1-361-92-03

214. 70A(2) O her offices. (Destroy when superseded, obsolete, or no |onger
needed for reference.) NCl1-361-76-8

214. 70B | nt eragency Agreenents. (Destroy when superseded obsol ete, or no | onger
needed for reference.) NI1-361-92-03

216 ACCOUNTI NG AND FI NANCE LI Al SON. Rel ates to maintaining records of financial
transactions in DLA accounting and finance systens; for resolution of issues and
di ssem nation of information involving the Defense Finance and Accounting System
(DFAS) .

216. 10 Individual Authorized Allotment Files. Copies of individual enployee
applications authorizing/canceling payroll changes to wages such as direct
deposit, bonds, allotnments, charity contributions, and directly rel ated papers.
216. 10A Aut hori zation for Purchase and Request for Change United States Series
EE Savi ngs Bonds, SBD Form 2104, or previously superseded fornms. (Destroy when
superseded or after separation of enployee.) GRS 2, Item 14a

216. 10B Aut horization for individual allotnment to the Conbi ned Federal Canpaign
(Destroy after GAO audit or when 3 years old, whichever is sooner.) GRS 2, Item
15a

216. 10C Form TSP-1 aut hori zi ng deducti on of enployee contribution to the Thrift
Savings Plan. (Destroy when superseded or after separation of enployee.) GRS 2,
[tem 16

216. 10D Ot her authorizations such as union dues and savings. (Destroy after GAO
audit or when 3 years old, whichever is sooner.) GRS 2, Item 15b

216. 10E Direct Deposit Sign-up Form (SF 1199A). (Destroy when superseded or
after separation.) GRS 2, Item 17

216. 20 Wt hhol di ng Tax Exenption Certificates. Copies of individual enployee's
Internal Revenue Service (IRS) Forns W4, and simlar state tax exenption fornmns.
(Destroy 4 years after formis superseded or obsol ete or upon separation of

enpl oyee.) GRS 2, Item la

216.30 Certification/oligation Files. Copies of contracts, conmtnent
docunents, travel clains, MIlitary Interdepartnental Purchase Requests (M PRs),
and simlar funding docunments used to certify fund availability and to record
commitment and obligations data for supported activities and organi zati ons.
(Destroy after 3 years.) NI1-361-92-03

216. 40 Payroll Transaction Registers. Printouts containing record of payrol
changes input into Automated Payroll, Cost, and Personnel System ( APCAPS)

mai ntai ned to verify input accuracy. (Destroy after 1 year.) N1-361-92-03

216. 50 Accounting Transacti on Registers. Printouts containing record of daily
accounting transactions input into APCAPS system and subsystens and mai nt ai ned
to verify input accuracy. (Destroy after 3 nmonths.) NI1-361-92-03

216. 60 Monthly Managenment Reports. Copies of nmonthly APCAPS reports pertaining
to un-liquidated obligations, undelivered orders, and un-obligated conmtnents
used for research and verification purposes. (Destroy after 1 year.) N1-361-92-
03

216.70 Mlitary Manpower Report. Copies of APCAPS reports containing records of
mlitary personnel authorized to certify on-line. (Destroy after 3 nonths.) NI1-
361-92-03

217 LOd STI CS SYSTEMS. Rel ates to DoD | ogi stics systens, standards, and
progr amns.



217.10 Logistics Systens Managenent. |nprovenent studies, eval uations, analyses,
system changes, procedures, and rel ated correspondence and backup nmaterials used
in the devel opnment and admini stration of DoD | ogistics systens, standards, and
progranms. (Destroy after 5 years.) N1-361-93-5

217.20 Logistics Systens Comrittee Files. Records accunul ated as a result of the
operation of conmttees, such as Process Review Comm ttees, established to

revi ew and resol ve i ssues concerning the devel oprment, inplenentation, and

mai nt enance of various DoD | ogistics functional areas. (Destroy after 5 years.)
N1- 361-93-5

| NTERNATI ONAL PROGRANMS

220.01 International Program Project Files. Docunments related to the
formul ati on, managenent, adm nistration and execution of individua

I nternational program projects such as plans, studies and anal yses, reports,

| etter guidance and direction, and rel ated docunents. (Destroy 2 years after
term nation of programeffort, or when no | onger required, whichever is sooner.)
N1- 361-94- 3

220.02 International Prograns Correspondence Files. Docunents providing genera
directions, staff guidance and reporting in the nanagenent and adm ni stration of
International Progranms matters such as interpretations and deci sions on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar docunments not covered el sewhere.

220. 02A HQ DLA. (Destroy after 2 years.) NI1-361-94-3

220.02B O her activities. (Destroy after 1 year.) N1-361-94-3

220.10 International Agreements. Correspondence, coordinations, staff sunmary
sheets, anal yses and rel ated backup used to nmaintain a repository of al

I nternational Prograns Menoranda of Agreenments and Understanding and to provide
of ficial Agency response to custoners in the U S Governnent internationa
community. (Destroy 5 years after expiration of agreenment.) Nl- 361-94-3

220.20 International Community Liaison. Non-program specific correspondence,
trip reports, and other materials used to direct the |liaison, integration, and
coordination with the U S. Governnent International Conmunity and to coll aborate
foreign customer needs with the DLA business areas. (Destroy after 3 years.) NI1-
361-94-3

220. 30 NATO Mutual Support Act (NVBA) Files. Copies of agreenents, program
directives, nessages, correspondence and simlar materials used to coordinate
the Agency's participation with NATO and specifically the NATO Miutual Support
Act. Includes sinmlar records related to acquiring and providing |ogistic
support and supplies for governnments of authorized countries for deployed Arned
Forces to include cross-servicing agreenents and reci procal arrangenents.
(Destroy 5 years after agreenent is closed.) N1-361-94-3

220.40 International Prograns Training. Copies of curriculuns, faxes, neeting
notes, correspondence, letters of agreenment, analyses and study results,

requi renents determ nation, and related materials used to review and nodify the
Security Assistance curriculumat the Defense Institute for Security Assistance
Managenent and ot her DoDf Service institutions. Includes records used to nonitor
security assistance training, coordinate foreign training, and conduct training
on international |ogistics and security assistance.

220. 40A HQ DLA. (Destroy after 3 years.) NI1-361-94-3

220.40B Ot her offices. (Destroy after 2 years.) NI1-361-94-3

220. 50 Foreign Liaison. Copies of regulations, point papers, weekly reports,
visit requests, correspondence, itens unique to specific countries, and simlar
material s accunul ated in connection with visits of foreign nationals to mlitary
installations and activities. Records are used to manage the DLA Foreign Liaison
Program and to serve as, or provide, host for foreign visitors. (Destroy 3 years
after approval.) NI1-361-94-3



220. 60 International Progranms Information. Publications, panphlets, regul ations,
correspondence and simlar materials related to informati on systens of the
Mlitary Services. (Destroy after 3 years or when superseded, obsolete or no

| onger needed, whichever is later.) N1-361-94-3

220. 70 Overseas Base Closure Files. Briefing materials, agendas and m nutes of
executive group neetings, staff studies, program eval uations, data cal
responses, system docunentation, anal yses and conparisons, staff reports,
internal and external audit results, copies of reports forwarded to higher
headquarters, correspondence, background materials, and other related materi al
used to nmonitor press rel eases and dissem nate informati on on overseas base
closures. (Destroy 3 years after base closes.) N1-361-94-3

TELECOVMUNI CATI ON AND | NFORVMATI ON SYSTEM

280 TELECOVMUNI CATI ONS AND | NFORVATI ON SYSTEMS. Rel ates to the Automated Data
Pr ocessi ng/ Tel ecomuni cati ons (ADP/ T) Program plans, procedures, resources,
automated i nformati on systens and of fice automati on prograns; operationa
execution of installed ADP/T systens and equi pnent, and the provision of ADP/ T
har dwar e/ sof t ware t echni cal support services.

280. 01 Tel ecommuni cations and Information Systens Program Project Files.
Docurents related to the fornul ati on, managenent, adm nistration and execution
of individual Tel econmunications and |Information Systens prograns/projects such
as program pl ans, studies and anal yses, reports, letter guidance and direction
and rel ated docunents. (Destroy 2 years after term nation of programeffort, or
when no | onger required, whichever is sooner.) NI1-361-91-1

280. 02 Tel ecommuni cations and Information Systens Correspondence Fil es.
Docurent s providi ng general direction, staff guidance and reporting in the
managenment and admi ni stration of Tel econmuni cations and I nformation Systens
including interpretations and deci sions on applicability, requests for waivers
and exceptions, data calls and periodic reporting, and siml|ar docunents not
covered el sewhere. (Destroy when superseded, obsolete, or no | onger needed for
reference.) NI1-361-91-1

281 ADP/ T HARDWARE/ SOFTWARE TECHNI CAL SUPPORT SERVI CES. Rel ates to the

devel opnent of plans and specifications, and acquisition of ADP/ T hardware.
281. 10 M ssion Requirenents and Specifications. Mssion Anal ysis Requirenent
Docurments (MARDs), econom c anal yses, devel oped specifications, sole source
justifications, statenments of work, schedules, lists of requirenents, narket
surveys, and supporting documents devel oped in support of installation and
activity ADP/ T and support services for life cycle equi pnent nai ntenance and re-
justification of software. (Destroy 1 year after term nation of rel ated

mai nt enance contracts or when no | onger needed for reference, whichever is
later.) NIL-361-91-1

281.17 Uility Program Devel opnent. Conputer prograns and supporting docunents
used to nmonitor system performance and perform conmon utility functions.

(Del ete/destroy upon termnation of the life of utility program) N1-361-91-1
281. 24 Product Docunentation. Documents concerning individual software packages
and technical systens problens or characteristics on comercial software.
(Destroy after terminating the use of the software.) N1-361-91-1

281. 31 Troubl eshooti ng Docunentation. Technical and di agnostic anal yses, trend
anal yses, and related material used to mnimze systemdowntine. (Destroy when
no | onger needed for system operation or analysis.) N1-361-91-1

281. 38 Standard DLA Utility and Tel econmuni cati on Software Documnentation

Sof tware docunentati on provided by DLA Systens Automation Center (DSAC) to DLA
activities for site processing. (Destroy when superseded or obsolete.) N1-361-
91-1



281.45 O fice Autonati on Hardware/ Sof t ware Docunentation. Site docunmentation for
locally acquired office automati on hardware/ software. (Destroy when superseded
or upon termnation of the use of related hardware/software.) NI1-361-91-1

281. 52 Conmmuni cations Interface Equi pnment. Vendor provided docunentation,
instruction manuals and literature pertaining to the installation and operation
of communi cations interface equi pnent. Included are vendor or |ocally devel oped
mai nt enance schedul es, trouble reports and trouble |ogs. (Destroy upon di sposa
or replacenment of equi pnment item) NI1-361-91-1

281. 61 Capacity Pl anning and Managenent. Reports on trend or other anal yses of
various aspects of ADP/T operating systenms used to determne future

har dwar e/ software requirenents. (Destroy after 2 years.) NI1-361-91-1

281. 68 DLA Information Systens Performance Reports. Magnetic tapes containing
machi ne generated, electronically transnitted/ obtained data of input costs, tine
data, hardware/software utilization used to produce consolidated DLA quarterly
reports and profiles or printouts of customer resource utilization

(Del ete/destroy after 2 years.) GRS 20, Item 1c

281.75 Workl oad Capacity Studies. Wrkload studi es, anal yses, projections,
nodel s, workload reports and rel ated backup materials used for devel opnent of
proposal s, reconmendations and justification of procedures and system changes.
(Destroy 3 years after inplenentation of recommendations.) NI1-361-91-1

281. 82 Tel eprocessi ng Equi pment Support. Wbrk plans, user procedures and rel ated
docunents produced for users of multiplexing devices, nodens, renote job entry
stations, terminals and simlar tel eprocessing equi pment. (Destroy after

equi prent i s renoved or replaced by an updated version.) N1-361-91-1

281.91 Performance Managenent. Productivity counts, charts, statistical data,
managenment goal s, projections and rel ated docunentation used to determ ne
functional performance of hardware/software. (Destroy after 2 years.) N1-361-91-
1

282 AUTOVATED | NFORMATI ON SYSTEMS MANAGEMENT. Rel ates to the design

devel opnent, and nmai ntenance of automated information systens.

282. 10 ADP Support Services. Data processing service requests, system change
requests, flow charts, layouts, functional studies and related backup materi al
required to devel op system specifications, create or nodify systens or prograns.
(Destroy 90 days after systemor programuse termnates.) N1-361-91-1

282.22 Data Set Definitions. Data set definition fornms, and rel ated backup
material used as a basis for the devel opnment or change to system specifications,
systens or prograns. (Del ete/destroy when superseded or upon job cancellation.)
N1-361-91-1

282.24 Automated Information Systens Devel opnment. Conputer job scheduling forns,
copi es of data set definitions, database managenment system docunentation and
program docunent ati on checklists, flow charts, record | ayouts, program and job
control l|anguage listings, file layouts, input/ output sanmples, and data el ement
di ctionaries used in the design, devel opment, programm ng and i npl enentati on of
automated i nformati on systens. (Delete/ destroy when superseded, cancel ed, or
obsol ete.) NI1-361-91-1

282. 36 Program Devel opnent Pl an. Paper copies of |ocally produced Program

Devel opnent Pl an and supporting systemgenerated files, time reporting systens,
statistical data and work schedul es used for inplenentation of devel oped systens
nodi fications and changes. (Delete/destroy after 3 years.) NI1-361-91-1

282. 48 User Support. Locally produced user guides, data el enent dictionaries and
rel ated docunents for distribution to custonmers. (Destroy when superseded or
when systemuse is canceled.) N1-361-91-1

282. 60 Systens Analysis. Systemdesign alternatives and rel ated backup material s
such as statistical data and reports of analysis used to formul ate and present
recomendati ons for various approaches in providing | ocal ADP/ T support.
(Destroy after 3 years.) NI1-361-91-1



282.72 Software Operational Tests. Wirk requests and customer signed acceptance
copi es of output products for new or nodified applications software used to
ensure operability and record acceptance of software as requested by custoners.
(Destroy when superseded, or software use is cancelled.) NI1-361-91-1

282. 84 Automated Systens Performance Standards. Data processing service requests
used to devel op, establish and nonitor performance standards for locally

devel oped automated i nformation systens. (Destroy after 3 years or upon system
nodi fication or cancellation, whichever is sooner.) NI1-361-91-1

283 ADP/ T ADM NI STRATI ON AND CONTRCOL. Rel ates to general administration of ADP/T
policies, programs, technical plans, procedures, and resource nanagenent.

283. 10 ADP/ T Equi prrent I nventories. Contract forns received fromvendors, hand
recei pts, and rel ated docunents used to control and account for purchased

equi prent. (Destroy when superseded, obsolete, or no |onger needed.) NI1-361-91-1
283.50 Reports Control. Docunents, forns and related materials used for the
managenment and control of agency information requirenments. (Destroy 1 year after
di sconti nuance of report.) NI1-361-91-1

284 ADP/ T COVPUTER AND COVMUNI CATI ONS OPERATI ONS. Rel ates to activities

associ ated with the operati on and mai ntenance of activity conmputer and

comuni cations facilities.

284. 10 ADP/ T Qperations. Records relating to the operation of the activity
ADP/ T, locally and at renote |ocations, such as shift work assignnment |ogs.

(Del ete/destroy after 1 year.) NI1-361-91-1

284.13 ADPE Site Plans. Records relating to the fornul ati on, devel opnent, and
coordi nation of site plans for the installation or relocation of ADP/T

equi prent . | ncl udes post-equi pnent installation reviews. (Destroy after 3
years.) NI1-361-91-1

284.16 ADPE Site Environnment. Records relating to nonitoring of environnmenta
control systems such as daily tenperature log. (Destroy after 3 nonths.) NI1-361-
91-1

284.19 ADPE Utilization and M ntenance. Records relating to the use, including
downtime, of conputer systenms such as operational |ogs and statistical records,
i ncludes listing of in-house maintenance requests. (Destroy after 1 year.) NI-
361-91-1

284. 22 ADPE Mai ntenance. Records relating to the scheduling and control of
contractor ADP/ T equi pnent preventive and renedi al mai ntenance. |Includes itens
such as sumaries of renedi al maintenance |isted by vendor, vendor tickets for
wor k perfornmed, mnutes fromvendor neetings. (Destroy after 3 years.) N1-361-
91-1

284.25 Magnetic Media. Records relating to the operation, maintenance, and
control of magnetic nedia (tapes, disks, and diskettes). (Delete/destroy when
super seded, obsolete, or no | onger needed for reference.) GRS 20, Item 1c

284. 28 Source Documentation. Logs and files docunentation of conpleted end-user
products. (Destroy when superseded or obsolete.) NI1-361-91-1

284.31 Of-line Printing. Records relating to the off-line printing (xerox and
m crographic) of conputer-generated output products. (Destroy after 1 year.) NI-
361-91-1

284. 34 Automated Information Systenms (Al'S) Testing. Records relating to the
testing of newy designed and/or nodified AIS. (Del ete/destroy when superseded,
obsol ete, or no longer needed for reference.) NI1-361-91-1

284. 37 System Schedul i ng Standards. Records relating to the devel opnent and

i npl enent ati on of standards for use between applications systens and ADP/ T work
stations. (Destroy when no | onger needed for reference.) N1-361-91-1

284.40 Master Files for Automated Information Systens. Master data files for
maj or aut omated i nformati on systens representing the definitive state of a data
file at a given tinme. (Note: For on-line systens, these standards apply to

peri odi ¢ backup files maintained for the system)



284. 40A Aut omated Payroll, Cost, and Personnel System (APCAPS). Autonates the

| abor intensive areas of the Ofice of Cvilian Personnel and Conptroller
Consol i dates DLA payroll issues, trial balance and USAFAC Reports, cost
accounting, manpower reporting. Automates, nmaintains and tracks grievances and
enpl oyee assi stance data. (Erase after 3 update cycles, or when no | onger
required for system operation, whichever is sooner.) N1-361-89-5

284. 40B Base (perations Support System (BOSS). Through integrated files,

aut omat es base supply; inventory control, stock funds; financial accounting,
demand data, shipping and supply managenment. (Erase after 3 update cycles, or
when no | onger required for system operation, whichever is sooner.) N1-361-89-5
284. 40C Defense Reutilization and Marketing Automated I nformation System

(DAl SY). Property accounting, statistics, reutilization and di sposal of excess
mlitary property, managenent information. (Erase after 3 update cycles, or when
no | onger required for system operation, whichever is sooner.) N1-361-89-5

284. 40D Defense Industrial Plant Equi pnent Center (D PEC). Industrial Plant

Equi pnent screening and control; display information. (Erase after 3 update
cycles, or when no longer required for system operation, whichever is sooner.)
N1- 361- 89-5

284. 40E Defense | ntegrated Subsistence Managenment System (DI SM5). Materi el
managenent: supply, contracting, warehousing, transportation. Wrl dw de

whol esal e food managenent. Perishabl e subsi stence, non-perishabl es,

di stribution, procurenment, direct conm ssary support, financial. (Erase after 3
update cycles, or when no | onger required for system operation, whichever is
sooner.) N1-361-89-5

284. 40F Distribution Standard system (DSS). Repl aces DLA \Warehousi ng and

Shi ppi ng Aut omat ed System ( DWASP/ MOMASP) . St andar di zes DoD war ehouse

di stribution systenms. Supports distribution managenent and workl oad control
perfornms equi pnment interface and control; handl es all aspects of warehouse
materi el nmovenent. (Erase after 3 update cycles, or when no |onger required for
system operation, whichever is sooner.) NI1-361-97-3

284. 40G Mechani zati on of Contract Administrative Services (MOCAS). Provides
contract administration and quality assurance support to Defense Contract
Managenent Districts (DCMDs). Cbligations, disbursenments, funds status, contract
i nventories, contract status, shipnents, deliveries, invoices. (Erase after 3
update cycles, or when no longer required for system operation, whichever is
sooner.) NI1-361-89-5

284. 40H St andard Automated Materiel Managenment System (SAMMS). | nventory,
materi el requests, positioning assets, forecasting demand, purchases, record
mai nt enance, financial billing, contracting, paynments, catal oging, nanagenent
information. (Erase after 3 update cycles, or when no |longer required for system
operation, whichever is sooner.) NI1-361-89-5

284. 401 Defense Fuel s Aut omat ed Managenent System (DFAMS). Supply operations,
conptrol | er processes, procurenent and production. Technical functions to
support fuel operations. (Erase after 3 update cycles, or when no | onger

requi red for system operation, whichever is sooner.) N1-361-89-5

284. 40J Federal Logistics Information System (FLIS). Renanes Defense Integrated
Data System (DI DS). Receives, validates, stores, controls, processes, generates
and di ssem nates Federal Catal og System and rel ated item managenent dat a.

Logi stics data nanagenment. (Erase after 3 update cycles, or when no | onger

requi red for system operation, whichever is sooner.) N1-361-89-5

284. 40L Defense Automatic Addressing System (DAAS). Autonmates routing | ogistics
data traffic and provi des DoD Conponents with logistics information. On-line

| ogi stics, conmunications, docunent routing, history, sales processing. (Erase
after 3 update cycles, or when no |longer required for system operation

whi chever is sooner.) N1-361-97-3

284. 40M DLA Pre-Award Contracting System (DPACS). Standard Automated Materi el
Managenment System (SAMVB) subsystem Supports all activities (purchase request



managenent, pre-solicitation evaluation, solicitation, docunent production

bi d/ quote entry and award choi ce, award docunentation, referrals, vendor inquiry
and mai nt enance, policy mai ntenance, and contract fol der archiving) associated
wi t h devel opi ng, review ng, approving and issuing solicitation and award
docunents. (Erase after 3 update cycles, or when no | onger required for system
operation, whichever is sooner.) N1-361-97-3

284. 40N Joi nt Engi neering Drawi ng Managenent Information and Control System
(JEDM CS). Repl aces DLA s existing aperture card system Standard DoD repository
systemto digitize, store, retrieve, and reproduce technical/engineering data.
(Erase after 3 update cycles, or when no |onger required for system operation
whi chever is sooner.) N1-361-97-3

284. 400 Standard Procurenment System (SPS). Provi des standardi zed data, policies
and procedures for DoD procurenents and contract adm nistration. Procurenent
functions include purchasing, renting, |easing, or otherw se obtaining supplies
and services. Procurenent includes description (but not determ nation) of
supplies or services required, selection and solicitation of sources,
preparati on and award of contracts, and i ssuance of nodifications. (Erase after
3 update cycles, or when no longer required for system operation, whichever is
sooner.) N1-361-97-3

284.43 Processing Files for Automated Information Systens. Autonated data
processing files other than nmaster files, such as work and input files, used in
the operation of automated information systens and not required for evidential
purposes. (Erase after 3 update cycles, or when no |longer required for system
operation, whichever is sooner.) N1-361-89-5

284. 46 Conmuni cati ons Equi pnment. Records relating to operation of DLA

Tel eprocessi ng Network (DLANET) nodal point (NODE) equi pnent such as schematics.
(Destroy when superseded or obsolete.) N1-361-91-1

284.49 ADP/ T Physical Security. Records relating to inplenmentation and
conpliance with physical security requirenents.

284. 49A Sign-in logs. Formused as a record of entry to Conputer Room (Destroy
after 1 year.) NI1-361-91-1

284. 49B Access list. Posted listing of individuals allowed access to Computer
Room (Destroy when superseded or obsolete.) N1-361-91-1

284. 49C Lock conbination. Up-to-date record of door conbination. (Change as
required; retain previous conbination for 1 year and destroy.) N1-361-91-1
284.52 Tel ecommuni cations. Records relating to activity tel econmuni cati ons
support such as Communi cations Service Authorizations (CSAs), Conmerci al

Conmuni cati ons Wrk Orders (CCOWss), and Feeder Tel ecomuni cations Service
Requests (TSRs). (Destroy after 90 days.) N1-361-91-1

284.55 TEMPEST Program Records relating to the certification and execution of
program requi renents. (Destroy when equi pnent requirement ceases.) NI1-361-91-1
284. 58 Message Records. Copies of the incom ng/outgoing nessages maintained in
t he Conmuni cations Center. Note: O her offices will file record copi es under
appropriate functional file nunbers in the same manner as correspondence.
(Destroy after 30 days.) NI1-361-91-1

284.61 Traffic Reports. Reports that reflect the volune of nessages handl ed.
(Destroy after 1 year.) N1-361-91-1

284. 64 Message Rel easing/ Receipting Oficials. Docunents that reflect the names
and signatures of authorized nmessage rel easing officials and/or of individuals
aut horized to receive classified nessages. (Destroy when superseded or

obsol ete.) NI1-361-91-1

284. 67 Courier Designation. Registers and rel ated docunents that reflect the
classification, name, SSN, and signature of individuals appointed to pickup and
deliver nmessages. (Destroy after 1 year unless cancel ed sooner.) N1-361-91-1
284. 70 Conmuni cations Security (COVSEC) Material Accounting Records.
Inventories, transfer reports, destruction reports, package/voucher registers,



hand recei pts, and rel ated docunents. (Destroy as described in certificate of
accounting records clearance.) N1-361-91-1

284. 73 COVBEC Command I nspections. Command inspection reports and rel ated COVSEC
account records. (Destroy on receipt of a succeeding report, or on inactivation
of the facility, whichever is sooner.) N1-361-91-1

284.76 Record of Custodian. Letter designating COVMWEC Custodi an. (Destroy 1 year
after assunption by a new custodi an.) NI1-361-91-1

284.79 COVBEC Custodian's Inspections. Inspections conducted by COVBEC Cust odi an
on a sem annual basis. (Destroy after Command annual inspection is perforned.)
N1-361-91-1

284.82 Incident (Conprom se) Files. Reports of conprom ses, involving personnel
cryptol ogi cs and physical insecurities of COVSEC material. (Destroy closed
incident file after 2 years.) NI1-361-91-1

284. 85 Tel ephone Cost Data. Requisitions for tel ephone services, copies of

t el ephone equi prent and service invoices used to determ ne costs of services to
be provided, verification of work order accuracy and tracki ng of tel ephone
expenses. (Destroy after 1 year.) N1-361-91-1

284. 88 Tel ephone Mai ntenance. Item zed |ists of tel ephone equi prent and services
bei ng provi ded by tel ephone conpanies used to verify nmonthly billings. (Destroy
1 year after audit or when 3 years old, whichever is sooner.) NI1-361-91-1

284. 89 Tel ephone Use (Call Detail) Records. Initial reports of use of tel ephone
lines (e.g., telephone calls, facsimle transm ssions, and electronic mail)
during a specified period provided by a tel ephone conmpany, the CGeneral Services
Admi ni stration, the Defense Information Systens Agency, or a private sector
exchange on an agency's prem ses, as well as records generated frominitial
reports fromadm nistrative, technical, or investigative followup. Included is
such information as the originating nunber, destination nunber, destination city
and state, date and tine of use, duration of the use, and the estinmated or

actual cost of the use. EXCLUDED are records accunul ated in connection with
substantive investigations and audits. (Destroy when 3 years old. Initial
reports may be destroyed earlier if the information needed to identify abuse has
been captured in other records.) GRS 12, Item4

284.91 Tel ephone Locator Service. Tel ephone change order forms used for updating
| ocal and area tel ephone directories. (Destroy after 1 year, or when superseded,
obsol ete, or no | onger needed, whichever is sooner.) NI1-361-91-1

285 END USER COWPUTI NG Rel ates to end user support services.

285.10 O fice Automati on (QA) Equi pnent. Docunents relating to the sel ection of
end user ADP (hardware and software) and conmuni cati ons equi pnent, including
requi renents docunents, correspondence and studies review ng or eval uating
proposal s, requests for approval and/or reconmendati on regardi ng proposed
systens or equi pnent, and rel ated papers. Excludes copies of such docunents
recei ved for reference or informational purposes that should be filed in the
110.00 series. (Destroy after 3 years.) N1-361-91-1

285. 25 OA Resources Managenment. Docunents relating to the allocation and
managenent of resources to acconplish ADP software and hardware probl em

resol ution. Includes any docunentation devised to record resources and tine
spent providing problemresolution. (Destroy after 1 year) N1-361-91-1

285.40 OA Support. Records relating to educational support of end users such as
i n-house hardware and software training and user group progranms. Training
records include course docunentation devel oped in-house, with related course
outlines and record copy of course materials. User group records include
docunentation relating to the establishment, operation, procedures, and prograns
of the groups. (Destroy when superseded or no | onger needed, whichever is
sooner.) NI1-361-91-1

285.55 Electronic Bulletin Board. Docunents relating to the establishnent,
operation, and mai ntenance of an electronic Bulletin Board Service. |ncludes



electronic programfiles. (Destroy when obsolete or no | onger needed.) NI1-361-
91-1

285.70 QA Inplenentation. Records relating to end user conputing (EUC)

i npl enent ati on and usage. Includes such docunentation as feasibility studies of
QA capabilities and eval uati ons and recomendati ons of site assistance visits.
(Destroy after 3 years.) NI1-361-91-1

285. 85 ADP Reference Materials. Technical materials relating to m crocomputer
har dware, software, applications, and vendors. Includes software naintained for
interimloan to approved users. (Destroy when superseded, obsolete, or no | onger
needed for reference.) NI1-361-91-1

PERSONNEL

300 PERSONNEL. Rel ates to the administration of mlitary personnel prograns and
civilian personnel prograns for appropriated and non-appropriated fund

enpl oyees.

300. 01 Personnel Program Project Files. Docunments related to the formul ation
managenent, admini stration and execution of individual Personne
prograns/ proj ects such as program plans, studi es and anal yses, reports, letter
gui dance and direction, and rel ated docunents. (Destroy 3 years after

term nation of programeffort, or when no | onger required, whichever is sooner.)
N1-361-91-17

300. 02 Personnel Correspondence Files

300. 02A Docunents provi ding general direction, staff guidance and reporting in
t he managenent and admi ni stration of personnel matters including interpretations
and decisions on applicability, requests for waivers and exceptions, data calls
and periodic reporting, and simlar docunents not covered el sewhere.

300. 02A(1) HQ DLA. (Destroy after 5 years.) N1-361-91-17

300. 02A(2) Ot her activities. (Destroy when 3 years old.) GRS 1, Item3

300. 02B Qperati ng personnel office records relating to individual enployees not
mai ntai ned in OPFs and not provided for el sewhere in this series

300. 02B(1) Correspondence and forns relating to pendi ng personnel actions.
(Destroy when action is conpleted.) GRS 1, Item 17a

300. 02B(2) Al'l other correspondence and forns. (Destroy when 6 nonths old.) GRS
1, Item 17c

300.05 Statistical Reports. Statistical reports in the operating personne

of fice and subordinate units relating to personnel. (Destroy when 2 years old.)
GRS 1, Item 16

310 M LITARY PERSONNEL. Relates to military personnel matters, including
mlitary personnel assignments and actions.

310. 05 Personnel Requisitions. Docunents relating to the requisitioning of
mlitary personnel and to requests to the MIlitary Departnents for the
assignment of mlitary personnel to DLA. (Destroy after 1 year.) N1-361-91-17
310. 07 Assignments and Transfers. Docunents relating to named nilitary personne
assigned to or transferred fromelenents of DLA including reports of assignnents
for special projects showing staffing patterns, service assigned and simlar
papers. (Destroy after 1 year.) N1-361-91-17

310. 10 I ndividual Personnel Records. Individual-type records relating to
mlitary personnel assigned to DLA. This itemincludes only those records that
according to the requirenents of the MIlitary Services concerned are transferred
with the individual during his mlitary career; for exanple, personnel records
jackets, qualification records, and health records. Wile such records are
grouped under this file nunber for overall identification purposes, neither the
jackets (folders) nor their contents will be annotated with this file nunber.
(Mai nt enance and disposition will be as prescribed by the MIlitary Service
concerned.) NI1-361-91-17



310. 13 Informational Personnel Records. Docunents accunul ated on individua
mlitary personnel and maintained at various conmand |levels with DLA as a result
of routing comunications through comrand channel s or maintai ned by offices not
havi ng custody of the individual personnel record. Excludes record copies of
docunents properly filed in 310.10, Individual Personnel Records; however, it
may include a copy of such docunents. (Cutoff at end of cal endar year. Destroy
after 1 year.) N1-361-91-17

310.16 Qualification Record Extracts. Extracts from personnel qualification
records such as fromOficer Qualification Record, Enlisted Qualification
Record, or other sources. Excludes official qualification records covered under
310. 10, Individual Personnel Records. (Destroy upon transfer or separation of
the individual.) N1-361-91-17

310. 19 Decorations and Awards Presentations. Case files accunul ated as a result
of recommendati ons for, and presentation of, decorations and awards. [|ncludes
recomendat i ons; comments; approvals; copies of notices of decoration, notices
of and requisitions for awards for decorations, docunments properly filed in

i ndi vi dual personnel files, acknow edgnent of receipt of decorations, and

rel ated papers. (Destroy after 1 year.) N1-361-91-17

310. 20 Awards and Decorations Special Oders. Special orders for awards and
decorations awarded by DLA. (Destroy after 10 years.) NI1-361-91-17

310. 22 Eval uation Reports. Documents relating to the initiation, preparation
and submni ssion of regular and special evaluation reports on mlitary personnel
(Destroy 1 year after separation or transfer from DLA ) NI1-361-91-17

310. 25 Non-judi ci al Puni shment. Docunents pertaining to specific instances of
non-j udi ci al puni shmrent when adm ni stered by DLA and retained copies of

i nformati on and al l egations furnished the MIlitary Services where non-judici al
puni shrent is not adm nistered by DLA, including requests for detachnment of
personnel on duty with DLA for the purpose of adm nistering non-judicial

puni shrent. Note: For judicial (courts martial) actions, see 170.79, Mlitary
Justice. (Destroy 1 year after transfer of the individual concerned.) N1-361-91-
17

310.28 Mlitary Position Descriptions. Position descriptions covering nmlitary
positions authorized for DLA. (Destroy when superseded or cancel ed.) N1-361-91-
17

310.31 Mlitary Personnel Data. Individual records or listings serving as
control or reference files rather than as official docunentation. Such records
provide current information relative to mlitary personnel, such as date of
assignment, rotation date, branch of service, rank, date of rank, mlitary and
civilian education. (Destroy upon reassignment of individual or upon

super session, as applicable.) N1-361-91-17

310. 34 Personal Affairs. Relates to adm nistrative preparation and/ or processing
of personal -type actions such as request for CGovernnent |ife insurance, nortgage
i nsurance, or social security. Excludes docunents appropriate for filing in

310. 10, Individual Personnel Records. (Destroy after 1 year.) N1-361-91-17

310. 37 Pronmotions. Docunents relating to the pronotion of enlisted, warrant, and
conmi ssi oned of ficer personnel. (Destroy after 2 years.) N1-361-91-17

310. 40 Retention on Active Duty. Docunents relating to the retention on active
duty of mlitary personnel and the acconplishnment of certificates of declination
or acceptance of active duty obligation. (Destroy 1 year after separation from
DLA assignnent, or in accordance with requirements of mlitary service, as
applicable.) N1-361-91-17

310.43 Retirement, Resignation, Separation. Docunents not included in mlitary
personnel jackets that relate to requests for retirenent, resignation, and/or
separation of military personnel, retirenent cerenonies, publication of orders,
and retired personnel reports. (Destroy 1 year after separation fromDLA, or in
accordance with requirements of mlitary service, as applicable.) NIL-361-91-17



310. 46 Reserve Affairs. Docunents relating to the admnistration of mlitary
reserve affairs including selection and assignment of nobilization designees,
active duty training, preparation of tables of distribution, and sim|lar papers.
(Destroy 2 years after separation or release fromnobilization designation, or
after supersession or obsol escence, or after 5 years, as applicable.) N1-361-91-
17

310.49 Troop Informati on and Educati on. Documents pertaining to objectives,
requi renents, preparation of reports, and dissenm nation of information to
mlitary personnel. (Destroy when superseded or obsolete, or after 3 years, as
applicable.) NN 168-94

310.52 Clearance Certificates. Copies of retained clearance certificates

i ndi cating conpletion of clearance procedures by departing mlitary personnel
They consist of installation clearance certificates or simlar forns, with
supporting docunments evidenci ng paynent of service bill; return of property held
on receipt; return of identification docunents; return of vehicle, weapon, and
simlar registration papers; nedical clearances; and simlar clearance matters.
(Destroy 1 year after reassignment of individual.) NIL-361-91-17

310. 60 Rosters and Strength Returns. Rosters, returns, reports, and rel ated
papers regarding mlitary personnel assigned to DLA.

310. 60A Army Monthly Personnel Strength Zero Bal ance Report. (Cut off annually
or when reporting unit/activity is reduced to zero strength. Transfer to
inactive file and destroy after 1 year.) NI1-361-91-17

310.60B Ot hers. (Destroy after 1 year.) NI1-361-91-17

310. 62 Duty Rosters. Rosters maintained for recording duties perforned by
personnel in an organization in order to nake an equitable determ nation of duty
assignments. (Destroy 3 nonths after last duty assignment is made fromthe
roster.) NI1-361-91-17

310.64 Mlitary Personnel Registers. Registers used to control absences from
mlitary installations containing signatures; tinme of departure or arrival;
nane, grade, or rank, and organization of individual; authority for absence,
destination, and address while absent; |ength of absence; and sinilar

i nformation. (Destroy after 1 year.) N1-361-91-17

310.66 Mlitary Personnel Locator Cards. Locator cards and conparable fornms used
to indicate the whereabouts of personnel. (Destroy 1 year after transfer
departure, or separation of the individual.) NIL-361-91-17

310. 80 Leave of Absence. Duplicate copies of DA Form 31, Request and Authority
for Leave, NAVCOWT Form 3065, Leave Request/Authorization, AF Form 988, Leave
Request/ Aut hori zati on, NAVMC Form 3, Leave Authorization (Oficer and Enli sted)
(1050), and conparable fornms used in requesting and granting leave for mlitary
personnel . (Destroy when all postings to | eave records have been conpl eted and
verified, except when required as evidence in any proceedi ngs.) N1-361-91-17
310. 85 Enlisted Personnel Passes. Duplicate copies of DD Form 345, Arned Forces
Li berty Pass, DA Form 31, Request and Authority for Leave, and conparable forns
and orders used in authorizing enlisted personnel to be absent on other than

| eave. (Destroy upon reassignment or separation of the individual, except when
requi red as evidence in any proceedi ngs.) N1-361-91-17

310. 90 Training. Documents relating to the adm nistration of training and
educational matters affecting mlitary personnel. (Destroy after 5 years.) N\
168-94

330 CAREER DEVELOPMENT. Rel ates to those aspects of the civilian personne
programrel ating to enpl oyee devel opnent, training and incentives.

330. 10 Trai ning Requirenments. Training survey forms, requests for training,
activity training plans, and related materials used to identify and determ ne
trai ni ng needs, devel op training plans and nethods to fulfill training

requi renents. (Cut off at end of Fiscal Year. Destroy after 1 year.) NI1-361-91-
17



330. 20 Enpl oyee Training. Correspondence, nenoranda, reports and other records
relating to the availability of training and enpl oyee participation in training
prograns sponsored by other Government agencies or non-Government institutions.
(Destroy when 5 years old or when superseded or obsol ete, whichever is sooner.)
GRS 1, Item 29b.

330. 30 Devel opnental Prograns. Enpl oyee agreenents, individual training plans,
supervisor's quarterly progress reports, statistical indicator reports,
recomendati ons for inprovenents, printouts, |istings, correspondence, and
simlar materials used to identify, develop and nonitor specific devel opnenta
trai ning progranms such as intern, upward nmobility, executive government, career
managenent, and Veterans Readjustnent Act prograns. (Destroy 1 year after

enpl oyee has conpl eted program) NI1-361-91-17

330. 40 Training Eval uations. Course evaluation fornms, course rating, and sinlar
materials used to evaluate the effectiveness of training, devel opnent, and
nonconpetitive testing progranms. (Destroy 1 year after enpl oyee has conpl eted
training.) NL-361-91-17

330. 50 Course Records. General training course records of agency-sponsored

trai ning consisting of:

330. 50A Correspondence, nenoranda, agreenents, authorizations, reports,

requi renent reviews, plans, and objectives relating to the establishnment and
operation of training, courses and conferences. (Destroy when 5 years old or 5
years after conpletion of a specific training program) GRS 1, Item 29a(1)

330. 50B Backup and working files. (Destroy when 3 years old.) GRS 1, Item 29a(2)
330. 60 Course Reference Materials. Reference copies of pamphlets, notices,
cat al ogs and ot her records which provide information on courses or prograns

of fered by CGovernnent or non-CGovernnent organizations, not covered el sewhere.
(Destroy when superseded, obsolete or no | onger needed for reference.) NI1-361-
91-17

350 CLASSI FI CATI ON AND PAY ADM NI STRATI ON. Rel ates to those aspects of the
civilian personnel programrelating to position classification and pay

admi ni stration.

350. 10 Position O assification Standards. Standards and gui delines issued or
reviewed by OPM and used to classify and evaluate positions within the agency.
(Destroy when superseded or obsolete.) GRS 1, Item 7a(1)

350. 15 C assification Standard Devel opnent. Correspondence and ot her records
relating to the devel opnent of standards for classification of positions
peculiar to the agency and reviewed by O fice of Personnel Managenent (OPM for
approval or disapproval .

350. 15A Case files. (Destroy 5 years after position is abolished or description
is superseded.) GRS 1, Item 7a(2)(a)

350. 15B Review files. (Destroy when 2 years old.) GRS 1, Item 7a(2)(b)

350. 20 Position Descriptions. Record copies of position descriptions which

i nclude information on title, series, grade, duties and responsibilities, and
rel ated docunents. (Destroy 2 years after position is abolished or description
is superseded.) GRS 1,Item 7b

350.25 Cl assification Survey Reports. Classification survey reports on various
positions prepared by classification specialists, including periodic reports.
(Destroy when 3 years old or 2 years after regular inspection, whichever is
sooner.) GRS 1, Item 7c(1)

350. 30 I nspection, Audit and Survey File. Inspection, audit and survey files

i ncl udi ng correspondence, reports, and other records relating to inspections,
surveys, desk audits and eval uations. (Destroy when obsol ete or superseded.) GRS
1, Item 7c(2)

350. 35 Appeal Files. Case files relating to classification appeals, excluding
OPM cl assification certificates. (Destroy 3 years after case is closed.) GRS 1,
I[tem 7d(1)



350.40 Classification Certificates. Certificates of classification issued by
OPM (Destroy after affected position is abolished or superseded.) GRS 1, Item
7d(2)

350. 50 Position/ Cccupation Structures. Proposed reorgani zation materials,
records of advice provided, newy devel oped standards, reports, and rel ated
correspondence used to plan and conduct position/occupational structure

anal yses. (Destroy after 5 years.) NIL-361-91-17

350. 55 Wage Surveys and Pay Adjustnment Determ nations. Contractor salary
conparability charts, copies of supervisory position descriptions,
correspondence, and rel ated backup materials used to conduct locality wage
surveys, devel op hazardous and environnmental pay entitlenents, and determ ne pay
adjustments for classification act supervisors of Federal Wage System Enpl oyees.
(Destroy when superseded or obsolete.) NI1-361-91-17

350. 56 Schedul es of full-scal e wage surveys, requests for changes to surveys and
survey schedul es, mnutes of neetings, coments, reconmendations and
justifications, collected and suppl enental wage data concerning regul ar and
overtine rates, bonuses, incentives, and shift differentials, data summuari es,
wage schedul es, notifications of wage schedul e applications, and simlar

i nformati on used to determ ne and apply base rate schedul es for wage grade jobs.
350. 56A DCPM5 Wage Setting Division

350. 56A(1) Wage Survey data maintained in electronic form (Permanent. Transfer
to the National Archives in annual increnents along with rel ated docunentation
(code books, file layouts, etc.) NI1-361-95-2

350. 56A(2) Al other records. (Destroy after 20 years.) NI1-361-95-2

350. 56B DCPM5 Regi onal O fices. (Destroy when superseded or no | onger needed,
whi chever is sooner.) N1-361-95-2

350. 57 Pay Conparability Records. Records created under the Pay Conparability
Act, including witten narratives and conputerized transaction registers
docunenting use of retention, relocation and recruitnment bonuses, allowances,
and supervisory differentials and case files consisting of requests for and
approval of recruitment and rel ocati on bonuses and retention all owances.
(Destroy 3years following the date of approval or upon conpletion of the

rel evant service agreenent or allowance, whichever is later.) GRS 1, Item4l
350. 65 Merit Pay. Enployee ratings, calculations, correspondence and rel ated
backup and gui dance used in the devel opnent and inplenmentation of Merit Pay.
(See disposition instructions for 375.25 and 375.28.) GRS 1, Item 23a(3)(b)

370 STAFFING Relates to the inplementation of DLA Staffing regul ations,
policies, and procedures.

370.10 Merit Pronotion Case Files. Records relating to the pronotion of an

i ndi vi dual that docunent qualification standards, evaluation nmethods, selection
procedures, and eval uations of candi dates (Destroy after OPMaudit or 2 years
after the personnel action is conpleted, whichever is sooner.) GRS 1, Item 32
370. 15 Enpl oynment Applications. Applications, including OF 612, resunes, and any
ot her application devel oped for unique jobs with specialized requirenments, and
rel ated records, excluding records relating to appointnents requiring Senatori al
confirmation and applications resulting in appoi ntment which are filed in the
Oficial Personnel File (OPF). (Destroy upon receipt of OPMinspection report or
when 2 years old, whichever is earlier.) GRS 1, Item 15

370. 20 Exam ning and Certification Records. Del egated agreenents and rel ated
records created under the authority of 5 U S.C. 1104 between the O fice of

Per sonnel Managenment and agencies allow ng for the exam nation and certification
of applicants for enploynent.

370. 20A Del egat ed agreements. (Destroy 3 years after term nation of agreenent.)
GRS 1, Item 33a

370. 20B Correspondence concerning applications, eligibles certification, and al
ot her exam ning and recruiting operations including but not limted to
correspondence fromthe Congress, Wite House, and general public; and



correspondence regardi ng accommodati ons for hol di ng exam nati ons and shi pnent of
test materials. (Cutoff annually. Destroy 1 year after cutoff.) GRS 1, Item 33b
370.21 Test Material Stock Control. Stock control records of exam nation test
material including running inventory of test material in stock. (Destroy when
test is superseded or obsolete.) GRS 1, Item 33c

370.22 Application Record Cards. Application Record Cards (OPM Form 5000A, or
equivalent). (Cut off after exam nation. Destroy no |later than 90 days after
cutoff.) GRS 1, Item 33d

370. 23 Exam nation Announcenent Case Files. Correspondence regardi ng exam nation
requi renents, original drafts of exam nation, and announcenents issued excl udi ng
records concerning qualification standards, job specifications and their

devel opnent. (Destroy 5 years after term nation of related register.) GRS 1,
Item 33e

370. 24 Register of Eligibles. Register of eligibles (OPM Form 5001-C or
equi val ent) docunenting eligibility of an individual for Federal jobs.

370.24A Individuals with termnated eligibility. (Cut off records annually.
Destroy 5 years after cutoff.) GRS 1, Item 33f

370.24B Terminated regi sters. (Destroy 5 years after term nation date.) GRS 1,
Item 33f

370. 24C Regi sters established under case exam ning. (Destroy after audited by

| ocal OPM service center or 90 days after final action is taken on the
certificate, whichever is sooner.) GRS 1, |tem 33f

370.25 Transfer Eligibility Denials. Letters to applicants denying transfer of
eligibility (OPM Form 4896 or equivalent). (Cut off annually. Destroy 1 year
after cutoff.) GRS 1, Item 33¢g

370. 26 Cancel ed/ I neligible Applications. Canceled and ineligible applications,
suppl enental forns, and attachments. (Destroy ineligible applications not
returned to applicant, and cancel ed applications 90 days after date of action or
when register is termnated, whichever is sooner.) GRS 1, Item 33h

370. 27 Test Answer Sheets. Witten test answer sheets for both eligibles and
ineligibles. (Destroy when 6 nmonths old.) GRS 1, Item 33

370. 28 Lost or Exposed Test Material Case Files. Records show ng the

ci rcunst ances of |loss, nature of the recovery action and corrective action
required. (Cut off file annually. Destroy 5 years after cutoff.) GRS 1, Item 33;
370.29 Eligible Applications

370.29A On active register. (Destroy upon termnation of the regi ster (except
applications that may be brought forward to new register, if any.)) GRS 1, Item
33k(1)

370.29B On inactive register. (Destroy 1-12 nonths after eligibles are placed on
i nactive regi ster, depending on space availability and difficulty of replacing
the application for restoration.) GRS 1, Item 33k(2)

370. 30 Prior Approval Requests. Requests for prior approval of personnel actions
t aken by agencies on such matters as pronotion, transfer, reinstatenment, or
change in status, submtted by SF 59, Request for Approval of Nonconpetitive
Action, OPM 648, or equivalent form (Cut off file annually. Destroy 1 year
after cutoff.) GRS 1, Item 33

370.31 Certificate Files

370. 31A SF 39, Request for Referral of Eligibles, SF 39A, Request and
Justification for Selective Factors and Quality Ranking Factors, or equival ent,
and all papers upon which the certification was based: detailed rating schedul e,
record of selective and quality ranking factors used, lists of eligibles
screened for the vacancies, rating assigned, availability statenents, and other
docunentati on materi al designated by the exam ner of retention. (Cut off file
annual ly. Destroy 5 years after break.) GRS 1, Item 33m

370. 31B Certification Request Control Index. (Cut off file annually. Destroy 1
year after cutoff.) GRS 1, Item 33n

370. 32 Di spl aced Enpl oyee Program



370. 32A Di spl aced Enpl oyee Program (DEP) applications and regi stration sheets.
(Destroy upon expiration of enployee's DEP eligibility.) GRS 1, Item 330

370. 32B DEP control cards. (Cut off file annually. Destroy 2 years after break.)
GRS 1, Item 33p

370. 33 Audits. Reports of audits of del egated exam ning operations. (Destroy 3
years after day of audit report.) GRS 1, Item 33q

370. 40 Retention Registers

370. 40A Registers used to effect reduction-in-force actions. (Destroy when 2
years old.) GRS 1, Item 17b(1)

370. 40B Regi sters from which no reduction-in-force actions have been taken and
rel ated records. (Destroy when superseded or obsolete.) GRS 1, Item 17b(2)
370.45 Certificate of Eligibles Files. Copies obtained from OPM of certificates
of eligibles with related requests, fornms, correspondence, and statenent of
reasons for passing over a preference eligible and selecting a non-preference
eligible. (Destroy when 2 years old.) GRS 1, Item5

370.50 Interview Records. Correspondence, reports and other records relating to
interviews with enpl oyees. (Destroy 6 nmonths after transfer or separation of
enpl oyee.) GRS 1, Item 8

370.55 O fers of Enploynment Files. Correspondence including letters and

tel egranms of fering appointments to potential enployees.

370. 55A Accepted offers. (Destroy when no |longer needed.) GRS 1, Item 4a
370.55B Declined offers.

370.55B(1) Tenporary or excepted appointment. (File with application and destroy
with application per 370.15) GRS 1, Item 4b(2)

370.55B(2) Al others. (Destroy inmediately upon receipt of declined offer.) GRS
1, Item 4b(3)

375 EMPLOYEE RELATIONS. Relates to the inplementation of DLA Enpl oyee Rel ati ons
regul ati ons, policies, and procedures.

375. 10 Standards of Conduct Files. Correspondence, nenoranda, and ot her records
relating to codes of ethics and standards of conduct. (Destroy when obsol ete or
superseded.) GRS 1, Item 27

375. 13 Adverse Action Files. Case files and related records created in review ng
an adverse action (disciplinary or non-disciplinary renoval, suspension, |eave
wi t hout pay, reduction-in-force) against an enpl oyee. I|ncludes copies of
proposed adverse actions with supporting docunments; statenents of w tnesses;
enpl oyee's replies; hearing notices, reports and deci sions; reversal of action
and appeal records, but excludes letters of reprimand which are filed in the
OPF. (Destroy 4 years after case is closed.) GRS 1, Item 30b

375.16 Counseling Files. Reports of interviews, analyses and rel ated records.
(Destroy 3 years after term nation of counseling.) GRS 1, Item 26a

375.20 Gievance and Appeals Case Files. Records originating in the review of
gri evance and appeal s rai sed by agency enpl oyees, excl uding EEO conpl ai nts.

I ncl udes statements of witnesses, reports of interviews and hearings, examner's
findi ngs and recommendati ons, a copy of the original decision, related
correspondence and exhibits, and records relating to a reconsideration request.
(Destroy 4 years after case is closed.) GRS 1, Item 30a

375. 25 Enpl oyee Performance Fil es Non-Senior Executive Service (SES)

375. 25A Apprai sal s of unaccept abl e performance, where a notice of proposed
denotion or renoval is issued but not effected, and all rel ated docunents.
(Destroy after the enpl oyee conpletes 1 year of acceptable perfornmance fromthe
date of the witten advance notice of proposed renmpoval or reduction in grade
notice.) GRS 1, Item 23a(1)

375. 25B Performance records superseded through an adm nistrative, judicial, or
quasi -j udi ci al procedure. (Destroy when superseded.) GRS 1, Item 23a(2)

375.25C Performance rel ated records pertaining to a former enpl oyee:

375.25C(1) Latest rating of record 3 years old or |ess and performance pl ans
upon which it is based and any summary ratings. (Place records on left side of



the OPF and forward to gai ning Federal agency upon transfer or to NPRC i f

enpl oyee separates (see 390. 10A(2), Oficial Personnel Folders). If retrieving
froman OPF coming from NPRC, dispose of in accordance with 375.25C(2)) GRS 1,
Item 23a(3)a

375.25C(2) Al other performance plans and ratings. (Destroy when 4 years old.)
GRS 1, Item23a(3)b

375.25D Al other sunmary performance apprai sal records, including performance
apprai sals and job el enents and standards upon which they are based. (Destroy 4
years after date of appraisal.) GRS 1, Item 23a(4)

375. 25E Supporting docunents. (Destroy 4 years after date of appraisal.) GRS 1,
Item 23a(5)

375. 28 Enpl oyee Perfornmance Files (SES)

375. 28A Performance records superseded through an admnistrative, judicial, or
quasi -j udi ci al procedure. (Destroy when superseded.) GRS 1, Item 23b(1)

375.28B Performance rel ated records pertaining to a former SES appoi nt ee.
375.28B(1) Latest rating of record that is less than 5 years old, perfornmance

pl an upon which it is based, and any sunmary rating. (Place records on left side
of the OPF and forward to gai ning Federal Agency upon transfer or to NPRC i f
enpl oyee | eaves Federal service (see 390.10A(2)). If retrieving froman OPF

com ng from NPRC, dispose of in accordance with 375.28B(2).) GRS 1, Item

23b(2) (a)

375.28B(2) Al other performance ratings and plans. (Destroy when 5 years old.)
GRS 1, Item 23b(2)(b)

375.28C Al other performance appraisals, along with job el ements and standards
(j ob expectations) upon which they are based, excluding those for SES appoi nt ees
serving on a Presidential appointment. (Destroy 5 years after date of
appraisal.) GRS 1, Item 23b(3)

375. 28D Supporting docunents. (Destroy 5 years after date of appraisal.) GRS 1,
Item 23b(4)

375. 30 Labor Managenent Rel ations General and Case Files. Correspondence,

menor anda, reports and other records relating to the relationship between
managenent and enpl oyee uni ons or ot her groups.

375.30A O fice negotiating agreenment. (Destroy 5 years after expiration of
agreenment.) GRS 1, Item 28a(1)

375.30B O her offices. (Destroy when superseded or obsolete.) GRS 1, Item 28a(2)
375. 33 Labor Arbitration General and Case Files. Correspondence, forns, and
background papers relating to |l abor arbitration cases. (Destroy 5 years after
final resolution of case.) GRS 1, Item 28b

375.40 Cccupational Injury and Illness Files. Reports and | ogs (including CSHA
Forms 100, 101, 102, and 200, or equivalents) maintained as prescribed in 29 CFR
1960 and OSHA pamphl et 2014 to docunent all recordabl e occupational injuries and
illnesses (Destroy when 5 years old.) GRS 1, Item 34

375.43 Denied Health Benefits Requests Under Spouse Equity. Denied eligibility
files consisting of applications, court orders, denial letters, appeal letters,
and rel ated papers.

375. 43A Health benefits deni ed, not appealed. (Destroy 3 years after denial.)
GRS 1, Item 35a

375.43B Health benefits deni ed, appealed to OPMfor reconsideration.

375.43B(1) Appeal successful, benefits granted. (Create enrollnment file in
accordance with Subchapter S17 of the FEHB Handbook.) GRS 1, Item 35b(1)
375.43B(2) Appeal unsuccessful, benefits denied. (Destroy 3 years after denial.)
GRS 1, Item 35b(2)

375.45 Personal Injury Files. Forms, reports, correspondence and rel ated nedi cal
and investigatory records relating to on-the-job injuries, whether or not a
claimfor conpensation was made excl uding copies filed in the Enpl oyee Medi cal
Fol der and copies subnmtted to the Departnent of Labor. (Cutoff on term nation



of compensation or when deadline for filing a claimhas passed. Destroy 3 years
after cutoff.) GRS 1, Item 31

375. 46 Donated Leave Program Case Files. Case files docunenting the receipt and
donati on of |eave for nedical emergencies, including recipient applications,
agency approval s or denials, nedical or physician certifications, |eave donation
records or OF 630-A, supervisor/tinmekeeper approvals, |eave transfer records,
payroll notification records, and | eave programterm nation records. (Beginning
in January 1994, destroy 1 year after the end of the year in which the file is
closed.) GRS 1, Item 37

375. 47 Handi capped I ndi vi dual s Appoi ntnent Case Files. Case files containing
position title and description; fully executed SF 171; nedi cal exam ner's
report; a brief statement expl aining acconmodati on of inpairnment; and other
docunents related to previous appointnment, certification, and/or acceptance or
refusal, created in accordance with Federal Personnel Mnual, chapter 306-11
subchapter 4-2. (Destroy 5 years followi ng the date of approval or disapproval
of each case.) GRS 1, Item 40

375.50 Incentive Awards Program Reports. Reports pertaining to the operation of
the Incentive Awards Program (Destroy when 3 years old.) GRS 1, Item 13

375.52 Enpl oyee Award Case Files. General award case files (excluding those
relating to departnental |evel awards) consisting of reconmendations, approved
nom nati ons, correspondence, reports and rel ated handbooks pertaining to cash
awar ds such as incentive awards, wi thin-grade nerit increases, suggestions, and
out st andi ng performance.

375. 52A Agency sponsored. (Destroy 2 years after approval or disapproval.) GRS
1, Item 12a(1)

375. 52B Sponsored by ot her agencies or non-Federal organizations. (Destroy when
2 years old.) GRS 1, Item 12a(2)

375.54 Length of Service and Sick Leave Awards Files. Records including
correspondence, reports, conputations of service and sick |eave, and |ists of
awar dees. (Destroy when 1 year old.) GRS 1, Item 12b

375.56 Letters of Conmendati on and Appreciation. Copies of letters recognizing

l ength of service and retirenent, and letters of appreciation and conmendati on
for performance, excluding copies filed in the OPF. (Destroy when 2 years old.)
GRS 1, Item 12c

375.58 Award Lists and Indexes. Lists of nom nees and wi nners and indexes of
nom nati ons. (Destroy when superseded or obsolete.) GRS 1, Item 12d

375. 60 Al cohol and Drug Abuse Program Records created in planning, coordinating
and directing an al cohol and drug abuse program (Destroy when 3 years old). GRS
1, Item 26b

375.65 Host Enrollee Program Files. Records pertaining to the selection, tenure,
and separation of individuals in the Host Enroll ee Programused in adm ni stering
the program Includes tine and attendance data, training information, periodic
eval uation, data on enroll ee designee for energency contact, and sinilar

enpl oyment related information. (Destroy 2 years after separation of enrollee
fromthe program) NI1-361-93-4

375.70 Federal Workplace Drug Testing Program Files. Relates to drug testing
program records created under Executive Order 12564 and Public Law 100-71
Section 503 (101 Stat. 468), excluding consolidated statistical and narrative
reports concerning the operation of the Agency program including annual reports
to Congress, as required by Public Law 100-71, 503(f). NOTE: Any records
identified in this series that are relevant to litigation or disciplinary
actions should be disposed of no earlier than the related litigation or adverse
action case file(s).

375. 70A Drug test plans and procedures. Excludes docunents that are filed in
record sets of formal issuances (directives, procedures handbooks, operating
manual s and the like). Includes Agency copies of plans and procedures wth

rel ated drafts, correspondence, menoranda, and other records pertaining to the



devel opnent of procedures for drug testing prograns, including the determ nation
of testing incunbents in designated positions. (Destroy when 3 years old or when
super seded, obsolete. See Note: 375.70) GRS 1, Item 36a

375. 70B Enpl oyee Acknow edgrment of Notice Fornms. Fornms conpl eted by enpl oyees
whose positions are designated sensitive for drug testing purposes acknow edgi ng
that they have received notice that they may be tested. (Destroy when enpl oyee
separates fromtesting designated position. See Note: 375.70) GRS 1, Item 36b
375.70C Sel ection/scheduling records. Records relating to the selection of

speci fic enpl oyees/applicants for testing and the scheduling of tests. Included
are lists of selectees, notification letters, and testing schedul es. (Destroy
when 3 years old. See Note: 375.70) GRS 1, Item 36¢C

375.70D Col l ection and handling record books. Bound books containing identifying
data on each specinmen, recorded at each collection site in the order in which

t he speci nens were collected. (Destroy 3 years after date of last entry. See
Note: 375.70) GRS 1, ltem 36d(1)

375. 70E Col l ection and handling chain of custody records. Fornms and ot her
records used to maintain control and accountability of specinmens fromthe point
of collection to the final disposition of the specinen. (Destroy when 3 years
old. See Note: 375.70) GRS 1, Item 36d(2)

375. 70F Test results. Records docunenting individual test results, including
reports of testing, notifications of enployees/applicants and enpl oyi ng offices,
and docunents relating to foll owup testing.

375. 70F(1) Positive results.

375. 70F(1) (a) Enpl oyees. (Destroy when enpl oyee | eaves the agency or when 3
years old, whichever is later.) GRS 1, Item 36e(1)(a)

375. 70F(1) (b) Applicants not accepted for enploynment (Destroy when 3 years ol d.
See NOTE in 375.70). GRS 1, Item 36e(1)(b)

375. 70F(2) Negative results. (Destroy when 3 years old.) GRS 1, Item 36e(2)

390 TECHNI CAL SERVICES. Rel ates to the mai ntenance of O ficial Personne

fol ders, and rel ated personnel actions.

390. 10 O ficial Personnel Folders. Miintain according to The CGuide to Personnel
Recor dkeepi ng, an OPM manual that prescribes a system of recordkeeping for
Federal personnel

390. 10A Records filed on the right side of the Oficial Personnel Folder

390. 10A(1) Transferred enpl oyees. (See Chapter 7 of The Cuide to Personne
Recor dkeeping for instructions relating to folders of enployees transferred to
anot her agency.) GRS 1, Item la

390. 10A(2) Separated enpl oyees. (Transfer folder to National Personnel Records
Center, St. Louis, MO 63118, 30 days after separation.) GRS 1, Item1b

390. 10B Records filed on the left side of the Oficial Personnel Folder which

i ncludes all copies of correspondence and forns naintained in accordance with
Chapter 3 of The Cuide to Personnel Recordkeeping, excluding perfornmance rel ated
records. (Destroy upon separation or transfer of enployee or when 1 year old,
whi chever is sooner.) GRS 1, Item 10

390. 30 Notifications of Personnel Actions. Standard Form (SF) 50, Notification
of Personnel Action, docunenting all individual personnel actions such as

enpl oyment, pronotions, transfers, separation, exclusive of the copy in the OPF.
390. 30A Chronol ogical file copies, including fact sheets, maintained in
personnel offices. (Destroy when 2 years old.) GRS 1, Item l4a

390. 30B Al other copies maintained in personnel offices. (Destroy when 1 year
old.) GRS 1, Item 14b

390.50 Position ldentification Strips. Strips such as SF 7D, Position
Identification Strips, used to provide summary data on each position occupi ed.
NOTE: The SF 7D becane obsol ete effective Decenber 31, 1994. (Destroy when
superseded or obsolete.) GRS 1, Item 11



390. 70 Real i gnnments and Reorgani zati ons. Docunents pertaining to realignnents
and reorgani zati ons and rel ated backup materials used to activate approved
real i gnnents and reorgani zati ons. (Destroy when superseded or obsolete.) NI1-361-
91-17

FI NANCE

400 FINANCE. This series relates to overall financial managenment plans,
accounting, disbursenent, and collection of appropriated and non-appropriated
funds, and includes records created fromthese functions as well as from
auditing and cost accounting activities and mlitary and civilian pay

admi ni stration.

400. 01 Finance. Documents relating to overall financial matters. (Destroy after
10 years.) NN 168-94

400. 05 Appropri ations-Fi nanci al Managenent. Docunents relating to overal
financi al managenent of appropriations. Excluded are those docunents relating to
a single phase of financial managenment reflected el sewhere in the 400.00 series.
(Destroy after 10 years.) NN 168-94

400. 15 I ndustrial Fund-Fi nanci al Managenent. Documents relating to overal
financi al managenent of industrial funds. Excluded are those docunents relating
to a single phase of financial managenent refl ected el sewhere in the 400.00
series. (Destroy after 10 years.) NN 168-94

400. 20 Interservice Cross and Conmon Service Agreenents. Docunents relating to

t he budgeting and financial responsibilities provided for in interservice
agreements between DLA, the Mlitary Departnents, and ot hers.

400. 20A Ofices executing agreenents. (Permanent. Transfer to National Archives
in 5-year bl ocks when 30 years old.) NN 168-94

400. 20B Ot her offices. (Destroy when superseded, obsolete, or no | onger needed.)
NN- 168- 94

421 APPROPRI ATl ONS

421.01 Appropriations. Docunents relating to the accounting for appropriations
allotments and the comm tnent, obligation, and expenditure of allotted funds.
(Destroy after 6 years and 3 months.) GRS 7, Item 3

421.05 Allotments. Files relating to transacti ons maki ng specific funds
allocated to a fiscal operating agency available for obligation to field
installations, either through allotment or sub-allotnent, accunul ated by fisca
adm nistrative elements. (Destroy after 6 years and 3 nonths after the cl ose of
the fiscal year involved.) GRS 7, Item3

421.10 Journal s. Books of original entry maintained to record all financial
transactions and to sunmarize accounting for nonthly postings to the genera

| edger, consisting of the general journal, and special journals such as fund
recei pt, fund disbursenments, and obligation journals. (Destroy after 2 years.)
NN- 168- 94

421. 15 CGeneral Ledgers. Ceneral |edgers which contain the accounts necessary to
reflect financial operations, such as asset accounts, operating accounts,
liability accounts, budgetary accounts, and statistical accounts, maintained for
t he purpose of establishing in summary formthe status of the accounts,
operations for the nmonth, and to provide a nediumfor verifying the accuracy of
reports and subsidiary | edgers. (Cutoff |edger sheets that are filled or closed
at the end of fiscal year. Destroy after 6 years and 3 nonths.) GRS 7, Item?2
421. 20 Subsidiary Ledgers. Subsidiary | edgers maintained as a source for
ascertaining the conposition of general |edger accounts, to accunul ate det ai

for analysis and reporting purposes, and verification of accuracy of genera

| edger accounts. They consist of allotnment |edgers, open allotnent |edgers,
appropriation revenue | edgers, transactions for other |edgers, and unapplied



Di sbursing O fice (DO deposit fund | edgers. (Destroy after 3 years.) GRS 7,
Item 4

421.25 Trial Balances. Trial balances prepared from general |edger accounts.
(Destroy after 1 year.) NN 168-94

421. 30 Subsidiary Files. DO cash accounts subsidiaries; advances to enpl oyees,
progress paynents to contractors, and advances to contractors subsidiary records
and cash blotters and check | edgers. (Destroy after 3 years.) NN 168-94

421. 35 Financi al Reports. Copies of reports forwarded to higher echel on, such
as: status of allotnents; advance report of cunul ative obligations; special open
allotments; net expenditures, reinbursements, and rel ated cash transactions;
transactions for others, special data, schedule of foreign paynments and foreign
recei pts; preparation for sales or salvage of mlitary property; airnmen's
deposits and repaynents; daily report of checks drawn, status of advance
payments to contractors; acquisition, rehabilitation, repair, and rental Wuerry
housi ng; summary schedul e of transactions-Air Force allotnents; report of
appropriation rei nbursenments; status of reinbursenments; m scell aneous net

di sbursenments and net collections; objects classification sumary; conparable
reports; and rel ated docunents.

421. 35A Status of allotnments reports and acquisition, rehabilitation, repair,
and rental Wherry housing reports. (Destroy 1 year after all transactions
relating to the allotnment accounts have been closed.) NN 168-94

421.35B Ot her reports files. (Destroy after 1 year.) NN 168-94

427 CENTRAL ACCOUNTS. Relates to the m ssion functions perforned by the DLA
Accounting and Fi nance Divi sion.

427.05 Integrated Command Accounting and Reporting (I CAR). Feeder reports and
rel ated docunents submtted by the DLA/ Arny di sbursing offices in accordance
with the provisions of AR 37-108 and DLAM 7000. 1, Accounting and Fi nance Mnual
and of the consolidated financial statements, reports and |istings prepared
therefrom by the DLA Accounting & Finance Division in accordance with the

provi sions of AR 37-151 and rel ated Department of Arny directives. (Destroy
after 3 years.) NN 168-94

427.10 Fund Uilization Reports and Listings. Copies of fund authorizations,
status of allotnment/sub-allotnent, reports on reinbursable transactions, and
mont hly reports of obligations by object class furnished by the HQ DLA O fice of
Conptroller for consolidation, and of related consolidated |istings furnished to
that office for use in preparation of HQ DLA financial accounting reports and
statenments. (Destroy after 1 year.) NN 168-94

427.15 M scel | aneous Central Accounting. Feeder reports and docunents

accunul ated in the performance of specific central accounting operations as
assigned by HQ DLA, including such docunents as are applicable to the
centralized billing of the Federal Republic of Germany for price review services
and feeder reports and consolidated reports of DoD International Bal ance of
Payment s- Accounti ng Report #1, Federal Qutlay by Geographic Location; and
Payrol | Report of Federal Civilian Enploynent. (Destroy after 1 year.) NN 168-94
427.20 Accounting Cassification Audit. Decks or tabul ating cards and master
nunerical lists reflecting valid accounting classifications received each fisca
year fromall Finance and Accounts O fices, US. Arny and furnished to DLA/ Arny
di sbursing offices. (Destroy each year after receipt of new fiscal year's
listing and cards.) NN 168-94

429 OTHER FUNDS

429.01 O her Funds. Docunents relating to funds accounting other than
appropriated funds and revol ving funds. |ncludes docunments relating to deposit
funds, suspense accounts, trust funds, and simlar type funds. (Destroy after 10
years.) NN 168-94



429. 05 | MPREST Funds. Docunents accumnul ated by | MPREST fund cashi ers which
reflect the receipt and accounting for inprest funds. Included are copies of

rei mbursement vouchers and receipts for funds entrusted to agent officer which
al so reflect acknow edgnent of return of funds and statenent of bal ance.
(Destroy after 2 years.) NN 168-94

430 DI SBURSEMENT, REI MBURSEMENT, COLLECTI ONS, AND ADJUSTMENTS. Rel ates to funds
di sbursenents, reinbursenents, collections, and adjustnent functions usually
performed by an accountabl e di sbursing officer or his agent, or by other

aut hori zed col |l ections or sales offices.

430. 01 Monetary Col l ections and Paynents. Documents relating to the overal

admi ni stration of funds di sbursenments, reinbursenent, collections, and

adj ustments functions. (Destroy when superseded, obsolete, or after 10 years,

whi chever is sooner.) NN 168-94

431 DI SBURSEMENTS. Rel ates to those records constituting or directly relating to
an accountabl e di sbursing officer's accounts.

431. 10 Di sbursing Accounts. Records maintai ned by disbursing officers including
nmoney accounts, vouchers, |edgers, and registers covering all phases of the

di sbursenment and accounting for obligations paid and the collection and
crediting of funds due. (Effect disposition in accordance with the pertinent
regul ations of the MIlitary Departnent from which the disbursing station nunber
was obt ai ned, except as otherw se indicated under file nunbers 431.11 through
431. 15B.) NN 168-94

431. 11 Routine Procurenent Files. [See note after item 431.11D.] Contract,

requi sition, purchase order, |ease, and bond and surety records, including
correspondence and rel ated papers pertaining to award, admi nistration, receipt,

i nspection and paynent (other than real property files or tax exenption files ).
[See note after item 431. 11A(2)(b).]

431. 11A. Procurenent or purchase organi zati on copy, and rel ated papers.

431. 11A(1) Transaction dated on or after July 3, 1995 (the effective date of the
Federal Acquisition Regulations (FAR) rule defining "sinplified acquisition

t hreshol d").

4311.11A(1)(a) Transactions that exceed the sinplified acquisition threshold and
all construction contracts exceedi ng $2,000. (Destroy 6 years and 3 nonths after
final paynent.) GRS 3, Item3a.(1)(a)

431. 11A(1) (b) Transactions at or below the sinplified acquisition threshold and
all construction contracts at or bel ow $2,000. (Destroy 3 years after fina
paynment) GRS 3, Item 3a.(1)(b)

431. 11A(2) Transactions dated earlier than July 3, 1995.

431. 11A(2) (a) Transactions that utilize other than small purchase procedures and
all construction contracts exceedi ng $2,000. (Destroy 6 years and 3 nonths after
final paynent.) GRS 3, Item 3a(2)(a)

431. 11A(2) (b) Transactions that utilize small purchase procedures and al
construction contracts under $2,000. (Destroy 3 years after final payment.) GRS
3, Item3a(2)(a)

[ NOTE: G ven the conplexities of the rules on procurenent, agencies should

i nvol ve procurenent officials when deciding which of the subitens to apply to a
particul ar series of records.]

431.11B bligation copy. (Destroy when funds are obligated.) GRS 3, Item 3b
431.11C Ot her copies of records described above used by conponent el enents of a
procurenent office for adm nistrative purposes. (Destroy upon termn nation or
conpletion.) GRS 3, Item 3c

431. 11D Data Submitted to the Federal Procurenent Data System (FPDS). El ectronic
data file maintained by fiscal year, containing unclassified records of al
procurenents, other than small purchases, and consisting of information required
under 48 CFR 4.601 for transfer to the FPDS. (Destroy or delete when 5 years
old.) GRS 3, Item 3d



[ NOTE: Uni que procurement files are not covered by this schedule. Wth the

st andardi zati on of the CGovernnent-w de procurenment process under the FAR such
files are unlikely to exist. However, if an activity believes that a procurenent
file has long-termresearch val ue, contact the agency Records Manager to have an
SF 115 submitted.]

Paying Ofice Contract Files. Files relating to individual contracts maintained
by paying offices. (Note: Upon conpletion of contract, place in appropriate
closed file, depending on dollar value. Cutoff closed files at annual or nore
frequent recurring intervals, hold a conparable period, and retire for ultimte
di sposal as indicated. Exception: Files known to be pertinent to an unsettled
claim inconplete investigation, or pending litigation will not be destroyed in
accordance with this disposal standard until settlenent of the claimor

conpl etion of the investigation or litigation.)

431. 11A Transactions for $25,000 or less. (Destroy 3 years after cutoff.) GRS 3,
Item 3

431. 11B Transactions over $25,000. (Destroy 6 years and 3 nmonths after cutoff.)
GRS 3, Item3

431. 12 Shi pnent Control Records. Docunents maintained to ensure pronpt receipt
of Material Inspection and Receiving Reports and invoices. (Destroy upon
conpletion of related contract, except that those relating to transferred
contracts and contract nunber changes will be held 1 year and then destroyed.)
NN- 168- 94

431. 13 Sub-vouchers. Retained copies of sub-vouchers accumul ated at Defense
Contract Managenent Districts (DCVDs) begi nning with FY 68 under the procedures
of Mechani zati on of Contract Adm nistration Services (MOXCAS), Phase IB. (Cutoff
at the end of each fiscal year, hold 2 years, then retire to the applicable
records center. Destroy 6 years and 3 nonths after date of cutoff.) GRS 7, Item
3

431. 15 Record of Travel Paynents. Documents used to record individual travel
paynments transactions, such as DD Form 1588, Record of Travel Paynents.

431.15A Givilians. (Destroy 1 year after termnation of enploynent of

i ndi vidual, or when no | onger needed, whichever is earlier.) NN 168-94

431.15B Mlitary. (Wen the service nenber term nates an assignnent with DLA,
send to the appropriate office where the nmenber's pay records are naintained.)
431. 20 Reports and Returns. Reports reflecting the status of disbursing
accounts. (Destroy after 4 years.) NN 168-94

431.80 Certificates of Settlenent. Certificates of settlenent, statenents and
di fferences, and rel ated or conparabl e docunents relating to disbursing

of ficers.

431. 80A Certificates covering closed account settlements, supplenments, and fina
bal ance statenents. (Destroy 2 years after date of settlenent, provided
certificates indicate clearance.) GRS 6, Item 3a

431.80B Certificates covering period settlenments. (Destroy when subsequent
certificates of settlenent are received.) GRS 6, Item 3b

431. 90 Docunents Receipts. Records conpiled to indicate, by means of identifying
synbol s and date periods, the docunents transferred by a disbursing officer to
an accounts office. (Destroy after 2 years.) NN 168-94

431.95 Advice of Correction Files. Docunments utilized by the accounts office to
notify field installations and/or disbursing offices of corrections made in
accounting classifications. (Destroy after 6 nonths.) NN 168-94

432 COLLECTIONS. Relates to the collection of nonies maintai ned as a separate
series fromother financial and fiscal series. Wen such docunents form an
integral part of the accounts of files described el sewhere in this DLAI, they
wi || have the sane disposition as the account or file of which they are a part.
432.01 Col l ections. Docunents relating to the collection of nonies due

mai nt ai ned by di sbursing, collection, or sales officers. (Destroy after 6 years
and 3 nonths.) GRS 6, Item la



432.05 Col l ection Vouchers. Copies of docunents that have been transmtted to
di sbursing officers which are accunmul ated by sale officers and other officials
aut horized to accept anpbunts due the United States fromindividuals,

organi zati ons, or Governnmental agencies other than files accunul ated by

di sbursing officers. Such files include reports of deposits, report of
collection for authorized sales of services and supplies, account of sales of
public property at public auction or on seal ed proposals, schedul e of

col l ections, and conparabl e docunments. (Destroy after 3 years.) NN 168-94

433 REI MBURSEMENTS

433. 01 Rei nbursenents. Docunents relating to the transfer of funds or paynment to
ot her departnents or agencies for material or services furnished DLA activities.
(Destroy after 10 years.) NN 168-94

434 PAYROLL. Rel ates to paynent systens and accounts mai ntai ned by di sbursing
officers for paying mlitary personnel and civilian enployees.

434.01 Payroll. Documents relating to the admnistration of payroll matters.
(Destroy after 5 years.) NN 168-94

434.10 Mlitary Payroll. Mlitary payroll docunments, such as individual pay
records and substantiating docunents which due to their specialized nature are
not appropriate for including under file nunber 431.10 or which are required to
be separately maintained. (Transfer with individual or retire on separation in
accordance with regul ations of the appropriate MIlitary Departnment.) NN 168-94

434.50 Civilian Individual Pay Records

434. 50A Pay record for each enployee as maintained in an el ectroni c database.
Thi s dat abase may be a stand-al one payroll systemor part of a conbi ned
personnel/ payroll system (Update elenents and/or entire record as required.)
GRS 2, Item la

434.50B I ndi vi dual Pay Record, containing pay data on each enployee within an
agency. This record may be in paper or mcroformbut not in machine readabl e
form (Transfer to National Personnel Records Center, 111 Wnnebago Street, St
Louis, MD 63118, after 3 years. Earlier retirenment is not authorized. Destroy
when 56 years old.) GRS 2, Item 1b

Note: These files are cutoff at the end of each cal endar year and are noved in
cal endar year blocks. Due to the necessity for quick reference in connection

wi th Bureau of Conpensation cases, these files normally are nmaintained in
current files areas. Strict conpliance with the disposition instructions is
necessary to ensure availability of these files to neet reference needs at the
office of creation and at the records center. Prior to shipnent, records for
each installation or activity served will be arranged in al phabetical or
nunerical order. When arranged in nunerical order, an al phabetical name index
must acconpany the shipnent. Wen size permts, the files will be shipped in
standard size records boxes (paragraph XI1B, enclosure 2). Standard Form 135, in
duplicate, will acconpany the shipnment. In addition, to the self-explanatory
entries on the form information will be included as to the nane and | ocation of
the payroll office or offices concerned, the nane of the submitting payrol

of fice, and the nunmber of packages in the shipnent.

434.51 | ndividual Retirenment Records. Individual retirement records reflect the
anounts that have been deducted fromthe pay of each individual civilian

enpl oyee subject to the Retirenent Act (46 Stat. 468; 5 U S.C. 691-738), as
anended, for deposit to the Civil Service Retirement and Disability Funds. (Wen
the individual is separated or transferred to an agency outside of the Defense
Logi stics Agency, forward SF 2806, |ndividual Retirenent Record (Civil Service
Retirement System), to the O fice of Personnel Managenent, Washi ngton, DC 20415,
except in instances where the agencies (including the Ofice of Personne



Managenent) agree that SF 2806 be annotated as to date of transfer and

mai nt ai ned by the gai ning agency.) NN 168-94

Not e: These are permanent records which will be maintained at the installation
during active enploynent of the individual concerned. Upon transfer of the

enpl oyee to another DLA activity, the SF 2806 will be forwarded to that
installation. Instructions for transfer of individual retirement records are
cont ai ned i n paragraphs 12-1 through 12-10, AR 37-105.

434.52 Retirement Files. Reports registers or other control docunents, and ot her
records relating to retirenent, such as SF 2807, Register of Separations and
Transfers-Civil Service Retirenent System or equivalent. (For CSRS/ FERS rel at ed
records, destroy upon receipt of official OPM acceptance of annual summary.) GRS
2, Item 28

434.55 Leave Records

434. 55A Records of enployee | eave, such as SF 1150, Record of Leave Data,
prepared upon transfer or separation. (File on right side of OPF. Destroy wth
OPF.) GRS 2, Item9a

434.55B Creati ng agency copy, when maintai ned. (Destroy when 3 years old.) GRS
2, Item9b

434.58 Aut horized Ti mekeeper Lists. Docunents indicating individuals responsible
for tinekeeping. Included are lists, nenoranda, and communications. (Destroy
when superseded or when obsol ete for any reason.) NN 168-94

434. 60 Payroll Adm nistration

434. 60A Payroll systemreports.

434. 60A(1) Error reports, ticklers, systemoperation reports. (Destroy when

rel ated actions are conpleted or when no | onger needed, not to exceed 2 years.)
GRS 2, Item 22a

434. 60A(2) Reports and data used for agency workl oad and/or personnel managenent
pur poses. (Destroy when 2 years old.) GRS 2, Item 22b

434. 60A(3) Reports providing fiscal information on agency payroll. (Destroy
after GAO audit or when 3 years old, whichever is sooner.) /1/ GRS 2, Item 22c
/1/ At activities having records hol ding areas, these files may be, but are not
required to be transferred thereto. At activities |located in the sane
metropolitan area as a Federal Records Centers, these files may be transferred
thereto after 1 year

434. 60B Payroll change files. Records used to direct a change or correction of
an individual pay transaction whether created and nai ntai ned by payi ng agency or
payrol | processor

434. 60B(1) Copies subject to GAO audit. (Destroy after GAO audit or when 3 years
ol d, whichever is sooner.)/1/ GRS 2, Item 23a

/ 1/ See footnote 434. 60A(3).

434.60B(2) Al other copies. (Destroy 1 nonth after end of related pay period.)
GRS 2, Item 23b

434. 61 | ndividual Wthhol di ng and Deducti on Authorizations. Excludes tax, |evy
and garni shrent files. Note: Wen enployee transfers, itens |isted bel ow shoul d
be transferred to gaining payroll office when required by ARs in the 35 and 37
series. NN 168-94

434. 61A Savi ngs Bond Purchase Files.

434.61A(1) Authorization for Purchase and Request for Change United States
Series EE Savi ngs Bonds, SBD 2104, or equival ent. (Destroy when superseded or
after separation of enployee.)/1/ GRS 2, Item l4a

/ 1/ See footnote 434. 60A(3).

434.61A(2) Bond registration files: issuing agent's copies of bond registration
stubs. (Destroy 4 nonths after date of issuance of bond.) /1/ GRS 2, Item 14b



/ 1/ See footnote 434. 60A(3).

434.61A(3) Bond receipt and transmttal files: receipts for and transnmittals of
U S. Savings Bonds. (Destroy 4 nonths after date of issuance of bond.)/1/ GRS 2,
Item 14c

/ 1/ See footnote 434. 60A(3).

434. 61B Conbi ned Federal Canpaign. Authorization for individual allotnent to the
Conbi ned Federal Canpaign. (Destroy after GAO audit or when 3 years ol d,

whi chever is sooner.)/1/ GRS 2, Item 15a

/ 1/ See footnote 434. 60A(3).

434.61C Thrift Savings Plan El ection Form Form TSP-1 authorizing deducti on of
enpl oyee contribution to the Thrift Savings Plan. (Destroy when superseded or
after separation of enployee.)/1/ GRS 2, Item 16

/ 1/ See footnote 434.60A(3).

434. 61D Direct Deposit Sign-up Form SF 1199A. (Destroy when superseded or after
separation.)/1/ GRS 2, Item 17

/ 1/ See footnote 434. 60A(3).

434.61E O her allotnent authorizations, such as union dues and savings. (Destroy
after GAO audit or when 3 years old, whichever is sooner.)/1/ GRS 2, Item 15b

/ 1/ See footnote 434. 60A(3).

434. 63 Wt hhol ding Tax Exenption Certificates. Copies of Internal Revenue
Service (IRS) W4 fornms executed by civilian enpl oyees. (Destroy 4 years after
super seded or obsol ete or upon separation of enployee.) GRS 2, Item 13a

434. 64 Decedent O ains. Documents consisting of retained copies of vouchers with
supporting docunents, including SF 1152, Designation of Beneficiary - Unpaid
Conpensation or Deceased Civilian Enployee; SF 1153, daimfor Unpaid
Compensati on of Deceased Civilian Enpl oyee; SF 1012, Travel Voucher; payroll
change slip, and original docunents which are the basis for maki ng non-routine
deductions from anounts due decedents. (Destroy after 10 years.) NN 168-94
434.70 Audit Letters. GAO notification of conpletion of audit of pay and | eave
accounts with related docunments. (Destroy after 2 years or on di sconti nuance,
whi chever is first.) NN 168-94

434.71 I ndividual Pay Record Transmittal Docunents. Copies of docunents
transmtting the individual pay records to the National Personnel Records
Center, St. Louis, MO (Retain in current files area and destroy after 3 years.)
NN- 168- 94

434.72 Payroll Wrk Files. Correspondence and work papers relating to payroll
matters, such as payroll discrepancies, report of bal ances, recapitul ations of
payrol | data, work or proof sheets, pay or |eave information requests, and
simlar docunments. (Destroy when 2 years old.) /1/ GRS 2, Item 24

/ 1/ See footnote 434. 60A(3).

434.74 Wt hhol di ng Taxes. Copies of certifying officer reports to enpl oyees of
total earnings and taxes withheld and to the Internal Revenue Service of the
total inconme tax deductions withheld. These files also include tax
reconciliations, receipts, and rel ated docunents. (Destroy after 4 years.)/1/
GRS 2, Item13/c

/ 1/ See footnote 434. 60A(3).

434.75 Savi ngs Bonds Reports. Docunents relating to the reporting systemfor
bond sal es and purchases, including nonthly report of bond deductions, report of
bond purchases, bond participation report, and rel ated docunents. (Destroy 4
nmont hs after date of issuance of bonds.)/1/ GRS 2, Item 14c

/ 1/ See footnote 434. 60A(3).

434.77 Health Benefits. Reports, correspondence, transmttal letters, and other
docunents used in connection with the general admnistration of controlling and
reporting deductions related to the Federal Enployees Health Benefits Program
(Destroy after 3 years.)/1/ NN 168-94

/ 1/ See footnote 434. 60A(3).



434. 80 Unenpl oynment Conpensation Data Requests. Docunents relating to requests
for wage and separation data to be used in connection w th unenpl oynent
conpensation clains. Included are requests for information and replies thereto,
noti ces of determnation, notices of refusal of work offer, and rel ated
docunents. (Retain in current files area and destroy after 2 years.) NN 168-94
434.85 Statement of Charges. Gvilian payroll officers' copies of forns used to
list charges against civilian personnel in connection with the | oss, damage, or
destruction of Government property. These include DD Form 362, Statenent of
Char ges/ Cash Col |l ecti on Voucher, and conparable forns. (Retain in current files
area and destroy 2 years after settlenent.) NN 168-94

434. 87 Exception, O ains and | ndebtedness. Standard Form 2805, Request for
Recovery of Debt Due the United States, Form RET 41-17, Certificate of
Settlement of Cains; and sinilar docunents. (Destroy 3 years after final action
is termnated.) GRS 2, Item?21

434.89 Pay Tables. Record sets of pay tables supplenenting the official
Government sal ary tables. (Destroy on discontinuance of office or activity. Do
not retire.) NN 168-94

436 ADJUSTMENTS. Rel ates to adjustnments in accounts due to the |oss, un-
serviceability, or destruction of property, and determ nations of, or release
from pecuniary liability therefor

436. 10 Reports of Survey. Docunents concerning the | oss, un-serviceability, or
destruction of Government property, created to determ ne the question of

pecuni ary or other responsibility for the absence or condition of articles,

i ncluding reports of survey, boards of officers proceedings, control registers,
and other rel ated papers. Approved copies of such docunents serving as property
or fiscal vouchers will be handled as such and thus will not be filed under this
nunber. (Destroy after 10 years, except that Report of Survey Files not

i nvol ving pecuniary liability will be destroyed 3 years after conpletion of
final action.) NN 168-94

436. 20 Charges Coll ection Records. Case files accunulated in connection with the
col l ection of pecuniary charges against individuals as a result of approved
reports of survey or other adjustnents procedures. (Destroy 2 years after fina
action.) NN 168-94

440 COST ACCOUNTING Relates to the accounting systens devised to record
classify, and summarize costs of material, |abor, and overhead incident to the
mai nt enance and operation of installations and activities.

440. 01 Cost Accounting. Documents relating to the overall admnistration of the
cost accounting functions. (Destroy when superseded, obsolete, or after 10
years, as applicable.) NN 168-94

440. 10 Cost Accounting Procedures. Docunents prescribing the nethods and
procedures for operating the DLA cost accounting systens. (Destroy when
superseded or obsolete.) NN 168-94

441 COST ACCOUNTS. Rel ates to docunents formng integral parts of the cost
accounts.

441.10 Cost Ledgers. Ledgers recording source data for each cost account,

i ncluding cost control |edgers and cost detail |edgers. (Destroy after 10
years.) NN 168-94

441. 20 Cost Registers. Registers recording cost data by elements of cost and
sub-el ements of cost, including | abor registers, supplies registers, contractua
services registers, and other cost registers. (Destroy after 5 years.) NN 168-94
441. 30 Cost Vouchers. Docunents serving as vouchers to the cost accounts and
cont ai ni ng cost summary data, including cost distribution vouchers, cost sunmary
vouchers, civilian | abor cost summary vouchers, and simlar docunents. (Destroy
after 5 years.) NN 168-94

441. 40 Labor and Wrkl oad. Docunents containing initial entries of cost data
serving as the basis for sunmary vouchers, including distribution of mlitary
payroll, individual time tickets, foreman's daily reports, record of working



time, records of work units, initial summaries of work units, man-hours, and
| abor costs, distribution of working tine, civilian tinme records, |oan slips,
| abor charges to operating costs, and simlar docunments. (Destroy after 2
nmont hs.) NN 168-94

442 COST ACCOUNTI NG REPCORTS

442.05 Cost Accounting Reports. Docunments accumul ated fromreporting on actua
and programred acconplishnents measured in terns of cost, including cost and
performance reports and ot her docunents in connection with the preparation or
eval uation of the reports. (Destroy after 5 years.) NN\ 168-94

450 FI NANCI AL | NVENTORY ACCOUNTI NG (FIA). Relates to the accounting for property
(stocks) in financial terns rather than or in conjunction with quantitative
terns.

450.01 FI A Docunents relating to the overall adm nistration of the financial

i nventory accounting system (Destroy after 10 years.) NN 168-94

450. 10 FI A Procedures. Docunents prescribing the methods and procedures for
operating the DLA financial inventory accounting system (Destroy 10 years after
super sessi on or obsol escence.) NN 168-94

451 FI NANCI AL | NVENTORY ACCOUNTS

451. 01 Financial Inventory Accounts. Documents serving as an integral part of

t he accounts such as category journals, category |edgers, general |edgers,
financial inventory control records, financial statements, and related posting
medi a. (Destroy after 10 years.) NN 168-94

452 FI A REPORTS

452.01 FI A Reports. Reports reflecting the financial values of inventories
together with related anal yses. (Destroy after 10 years.) NN 168-94

455 MATERI EL PRI Cl NG

455.01 Materiel Pricing. Docunents reflecting the pricing of itenms, included in
the FIA system (Destroy after 10 years.) NN 168-94

460 AUDI TS, REVI EWS, AND SURVEYS. Relates to audits, reviews, and surveys of DLA
functions and operations performed by the DoD | nspector General for Auditing,
DLA Internal Review Staff, the General Accounting Ofice (GAO, and
congressional staff representatives.

460. 01 Audits, Reviews, and Surveys. Documents relating to the overal

adm ni stration of audits, reviews, and surveys not filed el sewhere in the 460
series. (Destroy after 2 years.) N1-361-87-2

461 | NSPECTOR GENERAL (1 G AUDI TS

461. 10 I nspector General Policies and Procedures. Documents pertaining to
policies and procedures for handling contacts with Inspector CGeneral auditors
and for processing reports of audits, reviews, and surveys. (Destroy when

super seded, obsolete, or no |onger needed for reference.) N1-361-87-2

461. 20 | nspector General / Revi ews/ Surveys. Documents pertaining to

revi ews/ surveys of DLA operations performed by Inspector General auditors which
are term nated w thout conducting an audit. (Destroy after 2 years.) N1-361-87-2
461. 30 I nspector General Reports. Reports pertaining to audits perfornmed by the
I nspect or CGeneral, including documents accumul ated during the review, survey,
and audit as well as follow up docunents relating to recomendati ons.

461. 30A HQ DLA Conptroller. (Destroy 2 years after all necessary actions
pertaining to the report are conpleted.) NI1-361-87-2

461.30B Ot her offices. (Destroy 5 years after all necessary actions pertaining
to the report are conpleted.) NI1-361-87-2

463 CENERAL ACCOUNTI NG OFFI CE (GAO



463. 10 GAO Pol i cies and Procedures. Docunents pertaining to GAO policies and
procedures for processing GAO reports of audits, reviews, and surveys. (Destroy
when superseded, obsolete, or when no | onger needed for reference.) NI1-361-87-2
463. 20 GAO Revi ews/ Surveys. Docunents pertaining to revi ews/surveys of DLA
operations perforned by the GAQ, which are term nated w t hout conducting an
audit. (Destroy after 2 years.) N1-361-87-2

463. 30 GAO Reports. Reports pertaining to GAO audits, including foll ow up
docunents relating to recommendati ons contained in the reports.

463. 30A HQ DLA Conptroller. (Destroy 2 years after all necessary actions
pertaining to the report have been conpleted.) NI1-361-87-2

463.30B Ot her offices. (Destroy 5 years after all necessary actions pertaining
to the report are conpleted.) NI1-361-87-2

470 SURETY BONDI NG Docunents accumul ated fromthe execution, approval

adm ni stration, and term nation of bonds covering individuals who by virtue of
their positions are required by |law or regul ati on to be bonded.

470.10 Term nated I ndemity Bonds. Original indemity bonds and rel ated
docunents furni shed by educational institutions for care and saf ekeepi ng of
CGovernment property and termnated by the return of the property by the
institution to DLA. (Destroy 3 years after term nation of the bond.) NN 168-94
490 NONAPPROPRI ATED FUNDS (NAF). Rel ates to non-appropriated funds and
activities financed thereby, established primarily for norale, welfare, and
recreational facilities and activities, such as mlitary nesses and cl ubs,
civilian clubs, cafeterias, snack bars, and recreational activities. As an
exception to enclosure 2, paragraph 11d, files in this series may be retained in
current files areas until eligible for disposal. Docunments described in this
series which are involved in unsettled clains, inconplete investigations,
pending litigation, crimnal action, or disciplinary action will not be
destroyed until conpletion of claim investigation, litigation, or other
necessary action

490. 01 Non-appropriated Funds (NAF). Documents relating to the overal

adm ni stration of NAF matters. (Destroy after 3 years.) NN 168-94

490. 05 NAF Establishment. Docunents relating to the establishnent of non-
appropriated funds, establishnment of disbursenment limtations, appointnent of
cust odi ans and council nenbers, and establishment of constitutions and byl aws.
I ncl uded are orders, bylaws, constitutions, and changes thereto, and sinilar

of ficial fund establishnment docunments. (Destroy on supersession or with rel ated
fund account records on dissolution of the fund, as appropriate.) NN 168-94
490. 11 NAF M nutes of Meetings. Mnutes of neetings of councils and boards of
governors appoi nted to adm ni ster non-appropriated funds as prescribed by
directives, regulations, constitutions, bylaws, and sinilar regulatory nedia.
Included are m nutes of neetings and directly rel ated docunents. (Destroy wth
accounting fund records related to actions prescribed within the recorded

m nutes of meetings.) NN 168-94

490. 12 NAF Statenents and Reports. Financial statenents and reports including

i nspection reports and rel ated docunents pertaining to non-appropriated funds
prepared by units adm nistering the funds and forwarded to hi gher headquarters.
Excl udes copi es of statements and reports retained by the preparing activity
which will be disposed of in accordance with appropriate standards in this
section applicable to non-appropriated fund account files. (Destroy after 1
year, or on discontinuance, whichever is first.) NN 168-94

491. 00 NAF ACCOUNTI NG Relates to the accounting for non-appropriated funds
(NAF) including the pay records of enployees of NAF activities.

491. 05 NAF Accounts. Documents relating to the receipt, disbursenent, and

adm ni stration of non-appropriated funds, such as Wlfare, Unit, Inmate's,
Commandant's Sundry, Vocational Training, Chaplain's, Book Department, O ficer
and Nonconmi ssioned O ficer Open Mess, Post Restaurant, Billeting, Flying dub,



Hospital, Arny Gft, and simlar funds. Included are | edgers, journals, counci
books, cash recei pts, checkbooks, cancelled checks, deposit slips, bank
statenents, vouchers, invoices, investnent records, financial statements and
reports saf ekeepi ng deposits, petty cash vouchers, petty cash summary vouchers,
aut hori zation control records, and other documents constituting an integral part
of the accounting systemfor such funds. (Destroy after 3 years provided an
audit has been perfornmed. Once the audit has been conpleted and 1 year has

| apsed, the records will then be destroyed.) NN 168-94

491. 10 Subsidiary Records to NAF Accounts. Oficers and nonconmi ssioned officers
open mess restaurant and ness checks; bowl ing center score sheets or summaries

t hereof; check registers; golf course and driving range fee registers; nursery
fee registers; bed cards; daily bingo and nursery activity reports; nonthly
feed, crop production, and farmmaterials reports, cash register tapes and sal es
slips; cashier's reports; and sim|lar subsidiary docunents. (Destroy after 1
year provided files have been audited, except that bowing center score sheets
will be destroyed 1 nonth after verification.) NN 168-94

491. 15 NAF Bank Deposit Insurance. Docunments relating to arrangenents with the
Treasury Department for protection of non-appropriated fund bank deposits which
exceed t he coverage provided by the Federal Deposit I|nsurance Corporation
(Destroy when superseded or when account is closed.) NN 168-94

491. 17 NAF Securities. Docunents reflecting securities and bonds owned by non-
appropriated funds. Included are subsidiary | edgers (show ng bond type, cost,
interest, appreciation, and maturity date) and custody receipts issued by the

U S. Treasury or banking institution. (Destroy 3 years after sale or redenption
except custody receipt will be surrendered to issuing agency at the tinme of sale
or redenption.) NN 168-94

491. 18 Check Cashing Privileges. Docunents relating to advanci ng, revoking or
suspendi ng, restoring, and general supervision of check cashing privil eges.
Included are letters to individual s about bad checks, warnings that a recurrence
in issuing a bad check may result in wthdrawi ng check cashing privil eges;

noti ces from banks that the bank was in error; notices to activities that check
cashing privil eges have been suspended or restored for certain individuals; and
rel ated papers. (Destroy after 3 years, or on discontinuance, whichever is
first.) NN 168-94

491. 20 I ndividual Transactions. Docunents relating to transactions wthin DLA
wi th ot her Government agencies and enpl oyees, and w th non-governnent al

organi zati ons and individuals. Included are purchase orders, contracts,

i nvoi ces, receiving reports, vouchers, registers, |oan contracts, and simlar or
rel at ed docunents.

491. 20A Docunents relating to transactions for nore than $2,500. (Destroy after
6 years.) NN 168-94

491. 20B Docunents relating to transactions for $2,500 or |less. (Destroy after 3
years.) NN 168-94

491. 25 NAF Report of Audit Files. Documents accunul ating from audits performed.
Included are reports of audit with directly related papers, such as financi al
statenments and correspondence relating to actions taken. (Destroy after 3 years
or on discontinuance, whichever is first.) NN 168-94

491. 30 NAF Individual Enpl oyee Pay Record Files. Docunents reflecting al
ear ni ngs, deductions, adjustnents, bond issuances, and simlar matters,
concer ni ng each individual enpl oyee paid from non-appropriated funds. Prior to
shi pment, docunents will be arranged in a single al phabetical order. (Forward to
the National Personnel Records Center, 111 Wnnebago Street, St. Louis, MO
63118, 18 nmonths after the close of the cal endar year or within 90 days after
recei pt of report of audit, whichever is later. Destroy 56 years after date of

| ast entry or date of last card or other pay docunent.) NN 168-94



491. 31 NAF Enpl oyee Leave Files. Individual |eave cards, tinme and attendance
reports, applications for |eave, and sinilar docunents pertaining to non-
appropriated fund enpl oyees.

491. 31A Final |eave records. (Destroy 10 years after separation of individual.)
NN- 168- 94

491. 31B Ot her records. (Destroy after 2 years.) NN 168-94

491. 32 NAF Payroll Control. Docunents used in controlling pay to enpl oyees.
Included are tinme cards, tinme sheets, tinme and attendance reports with attached
evi dence of court or mlitary service, overtine authorizations, copies of
notifications of personnel actions, copies of applications for NAF retirenent
pl an and/or group insurance plan, payroll change slips, and other docunents used
to assure proper payment. (Destroy after 3 years, provided audit has been nade
and exceptions or irregularities have not been reported.) NN 168-94

491. 33 Wt hhol ding Tax Exenption Certificates. Copies of Treasury Department (TD
Form W4, Enpl oyees Wthhol di ng Exenption Certificate) forns executed by
civilian enpl oyees paid from non-appropriated funds. (Destroy 4 years after
supersession of formor term nation of enployee.) NN 168-94

491. 34 NAF Payrol | Deductions. Docunents authorizing payroll deductions.

I ncl uded are bond deduction authorizations, health insurance paynent deduction
aut horizations, and simlar continuing deduction authorization docunents.
(Destroy 2 years after separation of enployee or cancellation of authorization.)
NN- 168- 94

491. 35 Wt hhol di ng Taxes. Docunents reflecting wages wi thheld from enpl oyees
earning. Included are reports to enployees of total earnings and taxes w thheld
(TD FormW?2) reports to the Internal Revenue Service of total taxes wthheld,
and simlar docunents. (Destroy after 4 years.) NN 168-94

491. 36 NAF Aut hori zed Ti nekeepers. Docunents indicating or appointing

i ndi vidual s responsi ble for timekeeping. Included are |ists, nmenoranduns, and
conmuni cati ons. (Destroy when superseded or obsolete for any reason.) NN 168-94
491. 37 NAF Enpl oyee | nsurance. Docunents relating to the adm nistration of group
life, health, and accident insurance prograns, and retirenent plans for NAF

enpl oyees. Included are requests for group insurance, agreenents, waivers,
requests for discontinuance, applications for insurance, beneficiary
designations, notices of enploynment term nation, statenments of contributions,
simlar docunments, and rel ated papers. (Destroy after term nation of invol venent
by the NAF activity.) NN 168-94

491. 40 Position Schedul e Bonds. Docunents related to fidelity insurance
coverages for custodians and enpl oyees of non-appropriated funds. Included are
of ficial agreenents and ot her bond docunents, |ist of positions covered, list of
individuals filling positions, and simlar docunments. (Destroy when superseded,
obsol ete, or on discontinuance.) NN 168-94

492 NAF PROPERTY AND SUPPLY. Relates to property and supply matters of NAF
activities.

492. 05 Physical Inventories. Docunments maintained by other than finance and
accounting offices reflecting the physical inventory of non-appropriated fund
property, supplies, and sal eabl e nerchandi se. Included are non-appropriated fund
property inventory sheets, inventories of food and re-sal able nerchandi se, and
periodic inventories by disinterested persons. (Destroy after 2 years.) NN 168-
94

492. 07 NAF Stock Records. Docunents reflecting the receipt, issue, disposition
and quantity of expendable property including supplies and re-sal able

mer chandi se. I ncluded are stock record cards, copies of requisitions, receiving
reports, issue and turn-in slips, inventory adjustment reports, and sinilar
docunments. Stock record cards will be continued in effect until filed or fina
entry is nade thereon. (Destroy after 2 years.) NN 168-94



492.10 NAF Property Records. Documents reflecting the description, value,
sources, quantity, location, disposition, and other data on non-expendabl e
property and fixed assets. Included are non-appropriated fund stock, property,
and fixed assets cards; simlar card forns; supporting docunents such as
receiving reports, inventory adjustnment reports, and other vouchers; and other
docunents supporting entries to the stock record card.

492. 10A Cards with zero bal ance when there will be no further activity on the
item and filled cards when accounting entries are carried forward to a new
card. (Destroy after 2 years.) NN\ 168-94

492.10B O her docunents. (Destroy after 2 years.) NN 168-94

492. 15 Concessionaire Operations. Copies of agreements with concessionaires, and
docunents reflecting the performance of concessionaires. Included are current
agreenments and associ ated docunents; docunents concerning conpliance or
nonconpl i ance with standards of service, sanitation, and safety; patron
conpl ai nts and conmendations; and rel ated docunents. (Destroy 3 years after
term nation of agreement.) NN 168-94

492. 18 Concessionaire Open Applications. Applications submtted by persons
desiring to operate an activity on the installation. (Destroy 2 years after

i ndi vidual or activity is no | onger considered for operation.) NN\ 168-94

492.21 Al coholic Beverage Decal comania Control. Docunments used to control the

i ssue of al coholic beverage decal comani a. Included are records of issue from
stock and rel ated docunents. (Destroy after 2 years.) NN\ 168-94

492. 23 NAF Vehicle Registration. Docunents relating to the registration of NAF
vehicl es. Included are applications for NAF vehicle registration, bills of sale
or other proof of ownership docunments, vehicle registration forns, and rel ated
docunents. (Destroy upon new registration, or on final disposition of vehicle,
as applicable. Note: Registration forms will be forwarded in accordance with AR
230-14.) NN 168-94

492.40 NAF Utility Service Agreenents. Docunents pertaining to utilities
services furnished NAF activities. Included are agreenents, nodifications, and
rel ated docunents. (Destroy 2 years after termnation of the agreenment.) NN 168-
94

493 NAF PERSONNEL. Rel ates to the admi nistration of personnel enployed by NAF
activities, excluding pay matters covered in the 491. 00 series.

493. 05 NAF Personnel Reporting. Docunents accumul ated by non-appropriated fund
activities used to furnish Governnent agencies with information on | abor
statistics, enploynment conpensation, and sinmilar information. |Included are
letters, forms, and simlar or related docunents. (Destroy after 5 years.) NN\
168-94

493.10 NAF Oficial Folders. Docunments which reflect qualifications, efficiency,
promotion, awards and simlar information on an enpl oyee paid from non-
appropriated funds. Included are official personnel folders. Note: The words
"Non- appropriated Fund enpl oyee" will appear on each folder |abel. Retire to the
Nati onal Personnel Records Center (Civilian), 111 Wnnebago Street, St. Louis,
MO 63118, 30 days after separation, except as foll ows:

493. 10A O f-duty military personnel. (Destroy 2 years after termnation of

enpl oynent.) NN 168-94

493.10B Non-U. S. citizens residing outside of CONUS, Al aska, Hawaii, but working
wi thin CONUS, Al aska, and Hawaii. (Destroy 3 years after separation.) NN 168-94
493. 11 NAF Enpl oynment Records. Docunents reflecting basic data on individua

enpl oyees such as veteran preference, service conputation date, perfornmance
ratings, positions held, and simlar information. Included are DA Forns 3438.
Not e: DA Forns 3438 are mmintained by the office responsible for adm nistration
of NAF personnel progranms. (Destroy 15 years after transfer or separation of
enpl oyee. Cut off inactive files every 5 years.) NN 168-94



493. 12 NAF Awards and Conmendations. Docunents related to submtting,

eval uati ng, and approving or disapproving suggestions, service awards, and
commendat i ons of non-appropriated fund enpl oyees. Included are approved and

rej ected suggestions, committee neetings, mnutes, lists of enployees eligible
for awards, copies of letters of comnmendation, and simlar or related docunents.
(Destroy 5 years after final action.) NN 168-94

493. 14 NAF Enpl oyee Interviews. Documents used to record counseling interviews
and separation interviews. Included are plain cards, ruled cards, punched cards,
card fornms, and simlar or related docunments. (Destroy 6 nmonths after transfer
or separation of enployee.) NN 168-94

493. 15 NAF Enpl oynent Applications. Docunents pertaining to individual seeking
enpl oyment in the activities financed by non-appropriated funds. Included are
applications and rel ated docunents. (Destroy after 1 year.) NN 168-94

493. 18 NAF Traini ng. Documents reflecting group training of non-appropriated
fund enpl oyees. Included are training schedul es, attendance records, enployee
eval uation of specific courses, nmonthly summaries of training activities, and
simlar or related docunents. (Destroy after 5 years.) NN 168-94

493. 20 NAF Gievances. Docunents related to settling non-appropriated fund

enpl oyee grievances. Included are conmttee reports, proceedi ngs, decisions, and
simlar or related docunments. (Destroy 5 years after final decision or 5 years
after any action on case after final decision, whichever is later.) NN 168-94
493. 25 NAF Position Record Cards. Docunments used by non-appropriated fund
activities for controlling all occupied and vacant positions. Included are plain
cards, ruled cards, punched cards, or card forns; and simlar or related
docunents. (Destroy on discontinuance of position.) NN 168-94

493. 26 NAF Organi zational Chart Files. Docunents indicating positions, grades,
and personnel of each organizational segment. Included are charts, tables, and
simlar or related docunents. (Destroy when superseded or obsolete.) NN 168-94
493. 27 NAF Ladder Diagram Files. Docunents reflecting salary grades and
corresponding job titles based on average nonthly sal es volune. Included are

| adder diagrams and simlar or related docunents. (Destroy when cancelled or
super seded.) NN 168-94

493. 28 NAF Job Descriptions. Documents used for analysis, evaluation, or

devel opnent of specific jobs, or to indicate jobs utilized. Included are master
job descriptions, extra copies of job descriptions, job standards, and sinilar
or related docunents. (Destroy when cancelled or superseded.) NN 168-94

493. 29 NAF Personnel Authorizations. Documents authorizing conm ssion rates of
pay, per annumrates of pay, overtinme, and deviations from established personne
policy and procedure. Included are letters, electrically transmtted nessages,
and simlar or related docunents. (Destroy when superseded or obsolete.) NN 168-
94

493. 30 NAF Wage and Sal ary Schedul es. Docunents reflecting wages or salary for a
speci fied grade. Included are schedules or tables, and simlar or related
docunents. (Destroy when cancell ed or superseded.) NN 168-94

| NSTALLATI ON SERVI CES

500 | NSTALLATI ON SERVI CES. This series relates to activity operations and
services relating to environmental quality; energy conservation; facility
managenent, including master planning alterations and construction; conmon
centralized adm nistrative services; operating supplies; equi pnent acquisition
utilization, maintenance; and non-appropriated fund activities.

510 ADM NI STRATI VE SERVI CES. Rel ates to common, centralized adm nistrative

services including mail, message, publications, reproduction, adnministrative
procedures, records nmanagenent, correspondence nmanagenment, travel, Freedom of
Information Act, Privacy Act, graphic arts, library admnistration, and

audi ovi sual support services.



510. 01 Adm nistrative Services Program Project Files. Docunents related to the
formul ati on, managenent, adm nistration and execution of individua

Admi ni strative Services prograns/projects such as program pl ans, studies and
anal yses, reports, letter guidance and direction, and rel ated docunents.
(Destroy 2 years after term nation of programeffort, or when no | onger

requi red, whichever is sooner.) N1-361-90-01

510. 02 Adm nistrative Services Correspondence Files. Docunments providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Admi ni strative Services including interpretations and deci sions on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar documents not covered el sewhere.

510. 02A HQ DLA. (Destroy after 2 years.) NI1-361-90-01

510.02B Ot her activities. (Destroy after 1 year.) N1-361-90-01

510. 10 Forms Managenent Program Forns data and history cards, requests for
forns approval, and any backup materials pertaining to forns nanagenent.
(Destroy when formis discontinued, superseded or canceled.) GRS 16, Item 3(b)
510. 12 Fornms Master Record Sets. Record copies of each formcreated with rel ated
i nstructions and docunentati on showi ng i nception, scope, and purpose of form
(Destroy 5 years after related formis discontinued, superseded or cancel ed.)
GRS 16, Item 3(a)

510. 14 Records Managenent. Correspondence, reports, authorizations, and other
records that relate to the managenent of agency records, including such matters
as fornms, correspondence, reports, nmail, and files managenment; the use of

m crof orms, ADP systens, and word processing; records nanagenent surveys; vital
records prograns; and all other aspects of records managenent not covered

el sewhere in the 510 series. (Destroy when 6 years old.) GRS 16, Item?7

510. 16 Records Disposition Control. Docunents reflecting the transfer of records
to records holding areas and records centers such as records shipnment lists,
records transnmittals and receipts, and rel ated correspondence. (Destroy when al
docunents |isted have been destroyed or when no | onger needed for reference,

whi chever is later. Exception: SF 135s related to permanent records nmay be
destroyed after they are offered to the National Archives and are accepted.) GRS
16, Item 2a

510. 18 Freedom of Information Act (FOA) Request Files. Files created in
response to requests for information under the Freedom of Information Act

consi sting of incom ng requests, copies of replies, and all related supporting

i nformation. Included are requests resulting in full release, w thdrawn
requests, inadequate description requests and requests with fee defects.
(Destroy 2 years after date of reply.) GRS 14, Item 1la(1l) and GRS 14, Item
11a(2) (a)

510. 20 FO A Request Denial Files. Docunents relating to requests for information
under the FOA in which all or part of the requested record is denied or is not
provi ded due to nonexi stence of requested records. Included are the origina
request, copies of the reply thereto and supporting docunentation for denial

and rel ated docunents. (Destroy after 6 years if not appealed.) GRS 14, Item
11a(3) (a)

510. 22 FO A Appeal Files. Docunents relating to admnistrative appeal s under the
provisions of the FOA Included are the appellants letter, copy of reply,

rel ated supporting docunents, and copies of the denied records. (Destroy 6 years
after final denial by agency, or 6 years after the tine at which a requester
could file suit, or 3 years after adjudication by courts, whichever is later.)
GRS 14, Item 12a

510.24 FO A Control Files. Documents maintained for control purposes in
responding to requests for release of information. Included are registers, |ogs,
and simlar records, case nunbers, listing data, nature and purpose of request,
and nanme and address of requester. (Destroy 6 years after date of last entry.)
GRS 14, Item 13a



510. 28 FO A Report Files. Docunents relating to recurring reports and onetinme
information requirements relating to agency inplenentation of the FO A,
EXCLUDI NG annual reports to Congress. (Destroy when 2 years old.) GRS 14, Item
14

510. 30 Privacy Case Files. Docunments accunul ated in notifying requesters of the
exi stence of records on them providing or refusing access to or anmendnent of
records, acting on appeals or refusals to provide access or anmend records, and
provi ding or developing information for use in litigation. Included are
requests, approval and refusal actions, appeals and actions on appeals,

coordi nation action, copies of the requested and anended or un-anended records,
statenments of disagreenent, and rel ated docunents.

510. 30A Requests totally granted. (Destroy 2 years after date of reply.) GRS 14,
I[tem 21a(1)

510. 30B Requests totally or partially denied and not appeal ed. (Destroy 5 years
after date of reply.) GRS 14, Item 21la(3)(a)

510. 30C Requests totally or partially denied and appeal ed. (Destroy 4 years
after final determ nation by agency or 3 years after final adjudication by
courts, whichever is later.) GRS 14, Item 21a(3)(b)

510. 32 Privacy Act Control Files. Files maintained for control purposes in
responding to requests, including registers and simlar records listing date,
nature of request, and nane and address of requester. (Destroy 5 years after
date of last entry.) GRS 14, Item 24

510. 34 Accounting or Privacy Act Disclosure Files. Files maintai ned under the
provisions of 5 U S.C. 552a(c) for an accurate accounting of the date, nature,
and purpose of each disclosure of a record to any person or to anot her agency

i ncluding fornms for showi ng the subject individual's name, requester's name and
address, purpose and date of disclosure, and proof of subject individual's
consent when applicable. (Hold for the life of the disclosed record or destroy 5
years after date of disclosure, whichever is later.) GRS 14, Item 23

510. 36 Privacy Act Ceneral Administration Files. Records relating to the genera
agency i nplenentation of the Privacy Act, including notices, nenoranda, routine
correspondence, and rel ated records. (Destroy when 2 years old.) GRS 14, Item 26
510. 38 Reports of Systenms of Records. Docunents relating to the preparation
coordi nati on, and subm ssion of reports, systemnotices, and exenption rules for
proposed new systens of records or changes to existing systens. Included are
systemreports, including Ofice of Managenment and Budget (OVB) and
Congressi onal comments on them copies of systemnotices and exception rules and
public coments on them coordination actions; and rel ated docunments. (Destroy 2
years after discontinuation of the systemof records or on disapproval of a
system ) NI1-361-90-01

510. 40 Privacy Act Report Files. Docunents consisting of recurring reports and
onetime information requirenents relating to agency inplenentation of the
Privacy Act. Included are annual reports to OMB and Congress, simlar reports,
and rel ated docunents.

510. 40A Annual reports prepared by office perform ng DLA-w de responsibility.
(Permanent. Transfer to National Archives in 5- year bl ocks when 30 years old.)
N1- 361- 90- 01

510. 40B Ot her reports. (Destroy after 2 years.) GRS 14, Item 25

510. 42 Publication Master Record Sets and Authentications. Publications master
record sets, and rel ated background concurrence docunents and correspondence.
Mast er copies of typing |layouts for publications, regulations, and ot her

of ficial documents. (Permanent - One copy of each publication should be
designated the record copy. Transfer to the National Archives in 5-year bl ocks
when 20 years old.) N1-361-90-01

510. 44A and B. Superseded. Use 513. 20A and 513. 20B

510. 48 Conmittee Managenment Program Admi nistration. Copies of conmttee
charters, letters of appointnent, records relating to the establishnent,



organi zati on, nenbership, and policies of internal commttees. (Destroy 2 years
after termnation of commttee.) GRS 16, Item 8a

510.50 Library Control. Ceneral reference books, technical nanuals, card

i ndexes, tenmporary charge out records, video recordings, and library rel ated
references. (Destroy when superseded, obsolete, or no | onger needed, whichever

i s sooner.) NI1-361-90-01

510. 51 General Travel and Transportation Files.

510. 51A Routine adm nistrative records including correspondence, forns, and

rel ated records pertaining to commercial and noncommerci al agency travel and
transportation. (Destroy when 2 years old.) GRS 9,Item 4a

510. 51B Accountability records docunenting the issue or receipt of accountable
docunents. (Destroy 1 year after all entries are cleared.) GRS 9, Item4b

510. 52 Travel. Travel authorizations, transportation requests, |ogs, clearances
and simlar docunents used in providing and adm ni stering passenger
transportation services for official travel.

510. 52A 1 ssuing of fi ce menorandum copi es of governnment or commercial bills of

| adi ng, conmercial transportation vouchers and transportation requests, travel
aut hori zations, and supporting docunents. (Destroy 6 years after the period of
the account.) GRS 9, Item 1c

510. 52B Unused ticket redenption forms, such as SF 1170, Redenption of Unused
Ti ckets, or conparable records. (Destroy 3 years after the year in which the
transaction is conpleted.) GRS 9, Item le

510. 53 Rei nmbursabl e Travel Files. Copies of records relating to reinbursing

i ndi vidual s, such as travel orders, per diemvouchers, and all other supporting
docunents relating to official travel by officers, enployees, dependents, or
others authorized by law to travel.

510. 53A Travel adm nistrative office files. (Destroy when 6 years old.) GRS 9,
Item 3a

510.53B nligation copies. (Destroy when funds are obligated.) GRS 9, Item 3b
510. 54 Reports of Survey Control. Reports of survey, control registers, survey
certificates, and rel ated docunentati on concerning the |oss, un-serviceability
or destruction of government property. (Destroy after 2 years or when no | onger
needed for reference.) NIL-361-90-01

510.56 U.S. Savings Bond and Fund Rai si ng Canpai gns. Docunents, forns,
correspondence, canpaign, and participation reports relating to the sale of U S
Savi ngs Bonds and ot her fund raising canpaigns. (Destroy after 3 years.) GRS 23,
Item?7

510. 58 Special Mil Handling. Registered, certified, overnight express, and
speci al delivery receipts and signatures, |ogs, nagnetic tape receipts. (Destroy
after 1 year.) GRS 12, Item6

510.59 Metered Mail Records. Oficial netered mail reports and all related

i nformati on. (Destroy when 6 years old.) GRS 12, Item?7

510. 60 Typesetting Services. Witten communi cati ons devel oped on an autonatic
typi ng systemreceived for typesetting, a diskette file register, floppy

di skettes, backup tapes.

510. 60A Di skettes. (Delete information after it has been transferred to backup
tape and verified.) N1-361-90-01

510. 60B Backup tape. (Delete information when identical records have been
transferred to National Archives and successfully copied, or when replaced by a
subsequent backup tape.) N1-361-90-01

510. 62 Messenger Services. Daily logs, assignment records and instructions,

di spatch records, delivery receipts, route schedul es, and rel ated nessenger
servi ces docunentation. (Destroy after 2 nonths.) GRS 12, Item1

510. 64 M crographics Systenms. Systens proposals and docunentation relating to

m crographics. (Destroy 1 year after systemterm nation or disapproval of the
proposal .) N1-361-90-01



510. 66 Morale, Welfare and Recreation. Docunents relating to norale, welfare,
and recreation matters and activities sponsored, nonitored, or publicized in the
i nterests of enpl oyees. Excluded are the actual records of clubs or functions
operated wi th non-appropriated funds; see 490.00 series. (Destroy after 3 years
or when obsol ete, superseded, or no | onger needed, whichever is sooner.) NI1-361-
93-9

510.68 Child Records. Non-el ectronic individual records maintained for each
child enrolled at the CDC. Each file will contain the foll ow ng records:
registration forms; parent consent forns; health records to include health
assessnents, immunization records, nedical power of attorney, nedica

di spensation records; allergy information; any restrictions or special
precautions concerning diet, mnmedication, or allergies; child and famly profile;
reports of unusual occurrences, parent conplaints, parent conference data,
illness, injury, comunicabl e diseases; reports of serious accident, injury, or
unusual occurrence requiring emergency consultation or treatnment at a nedica
treatnment facility; and related records.

510. 68A Child records with no serious accident or injury requiring energency
consul tation or treatnent.

510. 68A(1) Child Devel opment Center. (Maintain records as long as a child is
enrolled. Upon term nation fromthe program forward records to Child

Devel opnent Servi ces Coordinator.) NI1-361-99-2

510. 68A(2) Child Devel opment Services Coordinator. (Upon receipt of records from
Center, place in inactive file. Cutoff annually. Destroy 1 year after child no

| onger attends CDC.) N1-361-99-2

510.68B Child records with serious accident or injury requiring energency

consul tation or treatnent.

510. 68B(1) Child Devel opment Center. (Upon term nation fromthe program forward
records to Child Devel opment Services Coordinator.) NI1-361-99-2

510. 68B(2) Child Devel opment Services Coordinator. (Upon receipt of records from
Center, place in inactive file. Cutoff annually. Destroy 3 years after incident
or 1 year after child no |onger attends CDC, whichever is later.) NI1-361-99-2
510. 68C El ectronic version or records created by electronic mail, word
processing, and other office automati on applications, such as spreadsheet and
presentation applications. (Delete after recordkeepi ng copy has been produced.)
N1- 361- 99- 2

510. 70 CDC Enpl oyee Records. |ndividual personnel files for each CDC enpl oyee.

I ncl udes nane and address, tel ephone nunber, training, and other rel ated

experi ences; enploynent references, verification of background checks, and

medi cal exam nations; job performance standards; copies of appraisals, awards
and pronotions, and grievance actions; copies of notifications of personne
actions; training records including Individual Education Plan (IEP) forns;
counsel ing statenents as appropriate. NOTE: This category does not include

of ficial personnel files of appropriated fund or non-appropriated fund enpl oyees
mai nt ai ned under the 300 series and 490 series, respectively.

510. 70A CDC enpl oyee background check records. Miintain separately with office
responsi bl e for personnel security clearances.

510. 70A(1) Personnel Security Fol ders. Copies of requests for and certificates
personnel security clearance related transactions, and certificates of security
bri efing/debriefing, authorized for maintenance by Command Security Oficers,
and superseded fornms serving rel ated purposes; docunents pertaining to limted
access authorizations; case resunmes and ot her docunents relating to the
processi ng of security clearances. |ncludes conparable transcripts of data in
lieu of retaining copies of documents.

510. 70A(1) (a) Upon transfer to another DLA activity. (Forward to gaining
activity.) N1-361-91-7



510. 70A(1) (b) Upon separation or transfer to a non DLA organi zation. (Place in
inactive file, cut off at end of cal endar year, retain in current files area,
and destroy after 2 years.) NI1-361-91-7

510. 70A(2) Case resunes of reports of investigation, when relating to cases
where derogatory information is involved, including docunments reflecting actions
taken and copi es of docunents simlar to those described in subparagraph

510. 70A(1) above. Records docunenting personnel clearances by HQ DLA will have
the sane disposition as simlar records described. (Upon separation, place
remai ni ng docunents in inactive file, cut off at end of cal endar year, retain in
a current files area, and destroy after 2 years.) NI1-361-91-7

510. 70B Ot her CDC enpl oyee records. (Maintain at Child Devel opment Center.
Destroy 3 years after term nation of enployment.) N1-361-99-2

510. 70C El ectroni c version of records created by electronic mail, word
processi ng and other office automation applications, such as spreadsheet and
presentation applications. (Delete after recordkeepi ng copy has been produced.)
N1- 361- 99- 2

510.72 Child Care Qperations

510. 72A Regi sters. Automated or manual system(s) used to capture patron
reservations, daily attendance records, fee collection, sign-in/out of patrons,
and rel ated records. (Destroy after 3 years.) NI1-361-99-2

510. 72B Activities. Records such as devel opnental activity schedul es for age-
group categories, courses of instruction, approved | esson plans detailing weekly
activities for children, and simlar records. (Destroy after 3 years.) NI1-361-
99-2

510. 72C Reports. Copies of annual CDC programreports provided to higher HQ with
rel ated background materials used in report preparation, facility inspection
reports, certification inspections, and related records. (Destroy after 3
years.) NI1-361-99-2

510. 72D El ectroni c version of records created by electronic mail, word
processi ng and other office automation applications, such as spreadsheet and
presentation applications. (Delete after recordkeepi ng copy has been produced.)
N1- 361- 99- 2

513 DEFENSE AUTOMATED PRI NTI NG SERVI CE (DAPS). Relates to Printing, Binding
Duplication, Distribution, and Autonmated Document Managenent Records. This
record series provides for the disposal of all copies, wherever located in the
agency, or records relating to printing, binding, duplication, distribution, and
aut omat ed docunent managenent except as indicated. The principal records
docunenting these functions are (a) records pertaining to requests for service,
control, production, and distribution of individual jobs or projects (this
material normally consists or requisitions requesting service and registers or
simlar nmedia utilized to control the receipt of the requisitions and to record
t he production, distribution, and cost analysis of the unit responsible for
handl i ng, printing, binding, duplication, distribution, and automated docunent
managenment matters within the agency; and (b) correspondence and report files
reflecting the activities of the unit responsible for handling, printing,

bi ndi ng, duplication, distribution, and automated docunent nmanagenent matters
with the agency. Any records created prior to January 1, 1921, nust be offered
to the National Archives and Records Adm nistration before applying these

di sposition instructions. Not covered are the record copy of printed materi al
records retained by agencies for onsite audit by the General Accounting Ofice,
and agency nenorandum copi es which are part of the accountable officers accounts
records that reflect agency prograns (such as those of the Governnent Printing
O fice and the Bureau of Engraving and Printing), rather than administrative



managenent functions. Al records described in this series are authorized for

di sposal in both hard-copy and el ectronic forns.

513. 02 Adm nistrative Correspondence Files. Correspondence files pertaining to
the Adm nistration and operation of the unit responsible for printing, binding,
duplication, distribution matters, and automated docunments nanagenment matters,
and rel ated docunents. (Destroy when 2 years old.) NI1-361-98-2

513.20 Project Files. Job or project records containing information relating to
pl anni ng and execution of printing, binding, duplication, distribution, and

aut omat ed docunent managenent jobs. NOTE: This record series does not cover the
publications thensel ves. One copy of each publication should be designated the
record copy and schedul ed for transfer to the National Archives in accordance
with record series 510.42. Extra copies are nonrecord and may be destroyed when
no | onger needed.

513. 20A Records pertaining to the acconplishment of the job, containing
requisitions, bills, sanples, manuscript clearances, and rel ated docunents
exclusive of requisitions on the Public Printer and related records; and records
relating to services obtained outside the agency. (Destroy 1 year after

conpl etion of job.) NI1-361-98-2

513. 20B Records pertaining to planning and other technical matters. (Destroy
when 3 years old.) N1-361-98-2

513. 30 Control Records. Control registers pertaining to requisitions and work
orders. (Destroy 1 year after close of fiscal year in which conpiled or 1 year
after filling or register, whichever is applicable.) NIl-361-98-2

513.40. Mailing Lists

513. 40A Correspondence, requests fornms, and other records relating to changes in
mailing lists. (Destroy after appropriate revision of mailing list or after 3
nmont hs, whi chever is sooner.) N1-361-98-2

513.40B Card lists. (Destroy individual cards when cancelled or revised.) NI-
361-98-2

513.50 JCP Reports Records. Reports to Congress and rel ated records.

513. 50A. Agency report to Joint Committee on Printing regardi ng operation of
Class A and B Plants and inventories of printing, binding, and rel ated equi prent
in Class A and B Plants or in storage. (Destroy when 3 years old.) NI1-361-98-2
513. 50B Copi es in subordinate reporting units and rel ated work papers. (Destroy
1 year after date of report.) NI1-361-98-2

513. 60 Internal Managenent Records. Records relating to internal managenent and
operation of the unit. (Destroy when 2 years old.) NI1-361-98-2

515 VI SUAL | NFORVATI ON (VI) RECORDS. Relates to technical and | ogistical aspects
of prograns and functions involving DLA exhibits, VI productions, graphic
present ati ons, photography, training aids, and audi ovi sual support of DLA

Excl uded are graphs, charts, recordings, and simlar materials which have served
their initial purpose and are retained as technical material for potential reuse
and thus filed under 110.28, Specialized and Techni cal Reference Materials.
"Destroy"” is used to authorize the destruction of data or information. Erasable
medi a such as audi o and vi deo tapes should be reused whenever practical. Silver-
beari ng photographic fil mnust be destroyed in accordance with DoD 4160. 21- M

Def ense Reutilization and Marketing Manual .

515. 10 Visual Information Production Files. VI production files or simlar files
t hat docunent origin, devel opnent, acquisition, use, and ownership of tenporary
audi ovi sual records. Includes copies of production contracts, scripts,
transcripts, and appropriate docunmentation bearing on the origin, acquisition
rel ease, and ownership of the production. (Dispose of according to the
instructions covering the related VI records.) N1-361-90-01



515.13 Finding Aids. Finding aids such as data sheets, shot |ists, catal ogs,

i ndexes, review sheets, lists of captions, and other textual docunentation
necessary for the proper identification, retrieval, or use of VI records.

(Di spose of according to the instructions covering the related VI records.) NI1-
361-90-01

515. 16 Request for Visual Information Service. Requisitions and other requests
for the production of, the use, or information relative to the various itens of
VI presentations and service. (Destroy after 1 year.) N1-361-90-01

515.20 Still Photography That Does Not Reflect the Mssion of DLA. Includes
phot ographs of routine award cerenoni es, social events, and activities not
related to the m ssion of DLA. (Destroy when one year old.) GRS 21, Iteml
515.22 Still Photography Pertaining to DLA Mssions. Includes official portraits
of senior agency officials; agency publications, exhibitions, or other nedia
producti ons; docunentary photographs shot for fact-finding purposes, research
and devel oprment, or other studies; photographs, slides, or filnstrips that
depict the programor mssion of DLA. Note: Record Sets consist of: Black and
whi t e phot ographs (original negative and a captioned print), color photographs
(original color transparency or color negative, a captioned print, and an
internegative if one exists), slide sets (original and a reference set, and the
rel ated audi o recording and script if one exists), filnstrips (original and a
reference print). (Permanent. Transfer directly to the National Archives when no
| onger needed or in 10 years, whichever is sooner.) NI1-361-90-01

515. 25 Personnel Identification or Passport Photographs. (Destroy when five
years ol d or when superceded or obsol ete, whichever is later.) GRS 21, Item?2
515. 30 Overhead Transparenci es (Viewgraphs). (Destroy one year after use.) GRS
21, Item5

515. 31 Routine Artwork. Used for handbills, flyers, posters, |letterhead, and

ot her graphics. (Destroy when no | onger needed for publication or reprinting.)
GRS 21, Item6

515. 34 Phot o- mechani cal Reproduction. Line and hal ftone negatives, screened
paper prints and offset |ithographic plates used for photo-mechanica
reproduction. (Destroy when no | onger needed for publication or reprinting.) GRS
21, Item7

515. 37 Li ne Copies of G aphs and Charts. (Destroy when no | onger needed for
publication or reprinting.) GRS 21, Item8

515. 38 Posters Distributed Agency-wide or to the Public. Record set is two
copies. (Permanent. Transfer 2 copies of each poster to National Archives when
produced by shipping the posters flat or in tubes to the Still Pictures Branch
(NNSP), National Archives, Washington, DC 20408.) N1-361-90-01

515.39 Original Artwork. Oiginal draw ngs, sketches, paintings and simlar
materials used to produce reproductions, prints and copies. (Destroy after
reproduction of original has been conpleted or when no | onger needed.) NI1-361-
90-01

515. 46 Training Productions. Internal personnel and admi nistrative training
producti ons and slides of prograns that do not reflect the m ssion of DLA
(Destroy one year after production is determ ned obsolete.) GRS 21, Item3

515. 50 Productions and Prograns Acquired from Qutside Sources for Personnel and
Managenent Training. (Destroy one year after conpletion of training prograns.)
GRS 21, Item?9

515. 52 Agency-sponsored Productions Pertaining to DLA M ssions. Record set:
Motion picture - original negative or color original plus separate optical sound
track; intermedi ate master positive or duplicate negative plus optical track
and sound projection print. Video recording - Original or earliest generation
vi deo recording. A kinescope of the recording may be substituted. (Pernanent.
Transfer directly to the National Archives when no | onger needed or in 10 years,
whi chever is sooner.) N1-361-90-01



515.55 Internal Personnel and Adm nistrative Training Productions That Do Not
Refl ect the Mssion of DLA. These include "role play" sessions, managenent and
supervisory instruction, etc. (Destroy one year after conpletion of training
program) GRS 21, Item 3

515.58 Deleted - GRS Transnmittal 8 determned to be non-record nmateri al

515. 61 Recordi ngs of Meetings. Made exclusively for note-taking or
transcription. (Destroy inmrediately after use.) GRS 21, Item 22

515.64 Dictation Belts or Tapes. (Destroy inmmedi ately after use.) GRS 21, Item
23

515. 67 Pre-m x Sound El ements created during the course of a notion picture,
television, or radio production. (Destroy imediately after use.) GRS 21, Item
24

515. 70 Exhi bit and Denonstration Backup Material. Docunents reflecting planned
exhibit itineraries, policy on |logistical support, progranm ng data, new trends,
nmet hods and approaches, conmitnment papers, exhibit fact sheets, and sinilar
material. (Destroy after 3 years.) N1-361-90-01

520 OPERATI NG EQUI PMENT. Rel ates to the adm nistration of operating equi pment
mai nt enance and consol i dat ed equi prent pool s.

520. 01 Operating Equi pnent Prograni Project Files. Docunents related to the
formul ati on, managenent, admi nistration and execution of individual Operating
Equi pnrent prograns/ projects such as program pl ans, studi es and anal yses,
reports, letter guidance and direction, and rel ated docunents. (Destroy 2 years
after termnation of programeffort, or when no | onger required, whichever is
sooner.) NI1-361-90-01

520. 02 Operating Equi pnent Correspondence Files. Docunments providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Operating Equi pnent including interpretations and decision applicability,
requests for waivers and exceptions, data call and periodic reporting, and
sim | ar docunments not covered el sewhere

520. 02A HQ DLA. (Destroy after 2 years.) NI1-361-90-01

520.02B O her activities. (Destroy after 1 year.) N1-361-90-01

520. 10 Equi prent Managenent. Docunentati on consisting of equi pnent requests and
requi renents, installation planning papers, historical equipnent utilization
docunents, mssion requirenment interpretations, custoner feedback notations,
conputer listings, and rel ated papers. (Destroy after 1 year.) N1-361-90-01
520. 14 Pl ans and Procedures. Docunents outlining prograns and reporting
procedures for supervisors and staff to execute the equi pnent m ssion
schedul es, work orders, and rel ated papers providi ng gui dance on manpower

depl oynment, preventive maintenance, and work request execution. (Destroy after 1
year or when no | onger needed for reference.) NL-361-90-01

520. 18 Equi pnent Utilization. Records of equi pnent use, naintenance, servicing,
repair and nodifications physically maintained with each equi pnent item
(Destroy upon final disposition of related equi pment.) N1-361-90-01

520. 22 Equi pnent Performance. Charts and graphs reflecting status for job
orders, cost performance and rel ated operational activities. Documents define
frequency and duration of data collections, establishes desired reporting
formats, and directs performance related data. (Destroy after 1 year.) NL-361-
90-01

520. 26 Equi pnent Admi ni stration. Docunments relating to the adm nistration of
equi prent i ncl udi ng descriptions, specifications, justifications and requests
for equi pnent acquisition. (Destroy after 5 years.) NL-361-90-01

520. 30 Equi pnent Servicing. Docunments relating to nmethods, responsibilities, and
performance of equi pnent preventive nmai ntenance, servicing, inspections, and
checks of work in progress on equipnent. (Destroy after 1 year or when no | onger
needed for reference, whichever is later.) NIL-361-90-01



520. 34 Product Warranties. Guarantees for equi pnment and parts specified in
procurenent contracts. (Destroy after expiration of product guarantee.) N1-361-
90-01

520. 38 Equi pnent Acquisition. Statenents of work, purchase requests, quality
acceptance criteria, certification of funds and related material required for
acqui sition of equipnent. (Destroy after 2 years.) NI1-361-90-01

520. 42 Equi pnent Requirenments. DLA Form 1475, Operating Equi prent Requirenents,
and reports of operating equipnent. (Destroy after 3 years or when no | onger
needed for reference.) NIL-361-90-01

520. 46 Supply Requests. Docunents related to supply and material requirenents.
(Destroy after 1 year.) N1-361-90-01

520. 50 Tool s and Equi pnent. Docunents related to the authorization for the
procurenent of tools and equi prent, devel oped controls and accountability
records. (Destroy after 1 year.) NI1-361-90-01

523 EQUI PMENT POCL. Rel ates to the operation and provision of operating

equi prent and passenger services for the activity.

523. 10 Equi prent Pool Managenent. Papers related to providi ng heavy cargo,
personnel, and material transport vehicles, and drivers throughout the base.
(Destroy after 3 nonths.) NI1-361-90-01

523. 20 Schedul es and Controls. Papers related to the adm nistration of manpower
and equi pnent for the acconplishment of material novenment for the mssion
records of fuel use, neters, off base miles, downtinme, preventive and
unschedul ed mai nt enance, and percentage availability data. (Destroy after 1
year.) NI1-361-90-01

523. 25 Vehi cl e/ Equi pnent Operator Files. Records relating to individual enployee
operations of Governnent-owned vehicles, including driver tests, authorization
to use, safe driving awards, and rel ated correspondence. (Destroy 3 years after
separation of enployee or 3 years after recision of authorization to operate
Gover nnent - owned vehi cl es, whichever is sooner.) GRS 10, Item 7.

523. 30 Equi pnent Utilization. Equipnent utilization fornms, DD Form 1970, Motor
Equi prent Utilization Records. (Destroy after 3 nonths.) NI1-361-90-01

523. 40 Furni shed Services. Papers related to the assignment and use of rigging
and crane support services and equi pnment to base activities. (Destroy after 1
year or when no | onger needed for reference.) Nl-361-90-01

523. 50 Equi pnent Hi story. Docunents and papers that provide a history of

i ndi vi dual pieces of equipnent. Included are specifications, contracts,
acceptance tests, description of unit, lubrication and servicing plans,
nodi fi cations, maintenance and repair, and test and inspection records. (Destroy
when equi pnent item has been di sposed of.) N1-361-90-01

526 MECHANI ZED SYSTEMS MAI NTENANCE. Rel ates to preventive mai ntenance and
repairs of automated and nmechani zed materials handling systens.

526. 10 Preventi ve Maintenance. Docunents relating to preventive nai ntenance
functions including frequencies, servicing, inspection, and associ ated net hods,
techni ques and responsibilities. (Destroy after 1 year.) NL-361-90-01

526. 30 War ehouse Equi pnent. Docunents relating to the maintenance, repair,
renovati on and erecting of mscell aneous warehouse storage equi pnent. (Retain on
historical record.) NIL-361-90-01

526.50 Wrk requests. Internal work requests authorizing or directing shop
operations and related i nformati on tracking work requests to conpl etion
(Destroy after 1 year.) N1-361-90-01

530 BASE SUPPLY. Relates to the adm nistration of base procurenent and simlar
support of the installation and includes supply records docunenting the

acqui sition of goods and services, controlling on-hand stock vol unes, reports of
procurenent needs and related supply matters. (Al so see series 810.00.)



530. 01 Base Supply Prograni Project Files. Docunents related to the
famliarization, managenent, adm nistration, and execution of individual Base
Supply prograns/projects such as program plans, studies and anal ysis, reports,

| etter guidance, docunentation, and rel ated docunents. (Destroy 2 years after
term nation of programeffort, or when no | onger required, whichever is sooner.)
N1- 361- 90- 01

530. 02 Base Supply Correspondence Files. Docunments providing genera
docunent ati on, staff guidance and reporting in the nmanagenent and adm ni stration
of Base Supply operations including interpretations and deci sions on
applicability, requests for waivers and exceptions, data calls, periodic
reporting and simlar docunents not covered el sewhere.

530. 02A HQ DLA. (Destroy after 2 years.) NI1-361-90-01

530.02B Ot her activities. (Destroy after 1 year.) N1-361-90-01

530. 10 Suppl y/ Equi prent Order Fornms/Listings. Fornms providing a |ist of supplies
ordered, providing records of equipnent purchases, lists of equi prent ordered
froma particul ar vendor, equi pnment ordered by organi zations, related fornms and
docunents which list purchase request and supplies ordered providing vendors,
terns, delivery dates, source, etc.

530. 10A Transactions under $25,000. (Destroy 3 years after final payment.) NI1-
361-90-01

530. 10B Transactions over $25,000. (Destroy after 6 years and 3 nonths after
final paynent.) NI1-361-90-01

530. 50 | MPREST Fund. Docunents which provide a list of itens ordered and | MPREST
Fund expenditures, and rel ated cashier reinbursenment vouchers. (Destroy after 2
years.) NI1-361-90-01

534 STOCK CONTROL. Rel ates to the establishnent, maintenance and revi ew of non-
m ssion supply requirenments for the activity.

534. 10 Stock Requirenents. Documents which provide a report of new stock

requi renents, and listings of potential stock itens. (Destroy when no | onger
needed for reference.) NIL-361-90-01

534. 14 Bal ance File. Forms which record the status of base supply bal ances,
listed by National Stock Nunber, |ocation of supplies, and item manager
respectively; and reports providing identification of itens stocked. (Destroy
when superseded.) NI1-361-90-01

534. 18 Suppl y/ Equi prent Requi sition. Forms, property records, equipnent
justifications, order docunents which relate to the request or order of supplies
and equi pnent. (Destroy when obsol ete.) N1-361-90-01

534. 22 Suppl y/ Equi prrent Wt hdrawal s. Forns, screeners tally request to freeze
excess/surplus property, copies of order docunents, shipping docunents,

requi sitions and invoices, and copies of equipnent justifications which relate
to the withdrawal of supplies and equipnment. (Destroy after 60 days.) N1-361-90-
01

534. 26 Voucher Regi ster. Voucher register fornms. (Destroy after 1 year.) NI1-361-
90-01

534. 30 Receiving. Copies of supply or services order forns, and shipping
docunents containing data required for processing receiving reports. (Destroy
when superseded.) NI1-361-90-01

534. 34 Excess Supplies and Equi prent. |ssue recei pt docunents, copies of

shi ppi ng docunents, reports of excess property; and correspondence, which
contain information pertinent to the declaration of excess supplies and

equi prent. (Destroy after 1 year.) NIL-361-90-01

534. 38 Suppl y/ Equi prent Returns. Standard return forms, and equi prent transfer
or return forms which contain information regarding the return of excess
suppl i es and/or equipnment. (Destroy when no |onger needed.) N1-361-90-01

534. 42 Fuel Products Inventories. Docunents relating to nonthly inventories of
fuel products, base operating support system bal ance records, inventory



adj ust ment vouchers, and inventory reconciliation logs. (Destroy after 3 years.)
N1- 361- 90- 01

534. 46 Equi pnent Inventories. Correspondence requesting hand receipt

i nventories. (Destroy when superseded.) NI1-361-90-01

534. 50 Petrol eum Prices. Docunentation prepared and mai ntai ned reporting
standard prices for bul k petrol eum prices. (Destroy when conditions of contract
have been net.) N1-361-90-01

534.54 Publications and Fornms Distribution. Fornms establishing initial

di stribution and continued stock | evel maintenance of publications and forns.
Forms in this file include publication/formrequirenent/mlti-use requirenent
requi sitions, specifications and standards requisition, subscription change
sheets, requisition and requirenment requests, and technical order publications
requi renent tables.

534. 54A DASC Vi sual Conmuni cations. (Destroy after 3 nonths.) N1-361-90-01
534.54B O her offices. (Destroy when no | onger needed.) NI1-361-90-01

534.58 Publications and Bl ank Form Stock Records. Control records or cards

mai nt ai ned to assure mai ntenance of stocks on-hand sufficient to neet

requi renents. (Destroy after card is filled, or on supersession, rescission, or
obsol escence of itens indicated thereon, whichever is sooner.) Nl-361-90-01
534. 62 Supply Loss/Danmage. Ofice initiated reports of survey fornms recordi ng
the | oss, damage or destruction of stocked supplies/equi pment, control

regi sters, authorizations for rel ease of equipnent or vehicles for repair.
(Destroy after 3 years.) NI1-361-90-01

534. 66 Equi pnent Records. Correspondence and forns which account for non-
expendabl e property issued to hand recei pt accounts. Forns docunenting equi prent
records which include turn-ins, issues, master hand receipt listings by class
codes, stock nunbers, or issues and turn-ins. Correspondence relating to changes
for station property hand receipts. (Destroy when superseded.) N1-361-90-01
534.70 Furniture Requirenments. Fornms whi ch docunment justifications for

repl acenent or purchase of additional equipnment. (Destroy 1 year after receipt
of item) NI1-361-90-01

534.74 Furniture Orders. Fornms used for the order of supplies or services; and
copi es of contracts which docunent the ordering of furniture itens. (Destroy
after 3 years.) N1-361-90-01

540 FACI LI TIES ENG NEERING. Rel ates to the operation, maintenance, and repair of
real property facilities and installed equi pnent; preparation of master plans
conponents and nmilitary construction prograns; engineering projects; provision
of custodial, sanitation, and entonol ogy services, fire prevention and
protection services; maintenance, repair and i nprovenent of mlitary famly
housi ng.

540. 01 Facilities Engineers Program Project Files. Docunments related to the
formul ati on, managenent, admi nistration, and execution of individual Facilities
Engi neeri ng prograns/projects such as program pl ans, studies and anal yses,
reports, letter guidance and direction and rel ated docunents. (Destroy 2 years
after termnation of programeffort, or when no | onger required, whichever is
sooner.) NI1-361-90-01

540. 02 Facilities Engi neers Correspondence Files. Docunents providing genera
direction, staff guidance, and reporting in the nanagenent and adm ni stration of
Facilities Engineering including interpretations and decision applicability,
requests for waivers and exception, data call and periodic reporting, and
sim | ar docunments not covered el sewhere

540. 02A HQ DLA. (Destroy after 2 years.) NI1-361-90-01

540.02B O her activities. (Destroy after 1 year.) N1-361-90-01



541 ENGA NEERI NG CONSTRUCTI ON AND RESOURCES MANAGEMENT. Rel ates to engi neering
services for construction prograns and real property projects and contract

i nspecti ons.

541. 10 Engi neering Services. Docunents, correspondence and related materials
depicting progress made for each active construction or real property project.
(Destroy 3 years after conpletion of project or when no | onger needed for
reference.) NI1-361-90-01

541. 13 Vendor Brochures and Catal ogues. Vendor brochures and cat al ogues whi ch
provi de gui dance to engineers for determ ning design of projects. (Destroy when
obsol ete or no | onger needed.) N1-361-90-01

541.16 Mlitary Construction Projects. Records and docunentation relating to
engi neering services for mlitary constructi on programm ng and proj ect
preparati on of Congressionally approved projects. (Maintain in current files
indefinitely. Transfer to new custodi an upon conpletion of sale, trade, or
donati on proceedi ngs, or acceptance of purchase noney nortgage.) N1-361-90-01
541. 19 Inspection and Execution. Copies of architect and engi neer contracts,

rel ated correspondence and reference papers, docunentation relating to re-work.
I ncl udes docunentation on water systens, replacenment wi ndows, and painting.
(Destroy 7 years after close of contract.) NI1-361-90-01

541. 22 Open Purchase Requests. Copies of docunents relating to open purchase
requests for contracts requesting services by outside contractors. (Destroy
after 10 years.) NI1-361-90-01

541. 25 Engi neering Contract Records. Copies of original estimates, cost
procurenent specifications, logs, and related records tracking all contracts
frominception to work conpl etion, excluding Contracting Oficer Representative
(COR)/ Contracting O ficer Technical Representative (COIR) actions (see 110.73).
(Destroy on conpletion of contract, or when no |onger required for reference,
whi chever is later.) NI1-361-90-01

541. 28 Annual Contract Research and Anal ysis. Copies of contract records for
custodi al services, refuse services, painting, and mai ntenance. (Destroy 3 years
after conpletion of contract.) N1-361-90-01

541. 31 Plans and Specifications Studies and Reports. Studies and reports
pertaining to drai nage, handicap facilities design, asbestos renoval and rel ated
items that provide the | egal and technical basis for preparation and design of
contracts. (Destroy when no | onger needed, obsolete, or superseded.) N1-361-90-
01

541. 34 Mobilization Plan. Five-year Engineering Mssion Mbilization Plan
(Destroy when superseded.) NL1-361-90-01

541. 37 Historical Building File. Drawings and blueprints of the Center from
initial construction to present. (Maintain in current files indefinitely.
Transfer to new custodi an upon conpl etion of sale, trade, or donation

proceedi ngs, or acceptance of purchase noney nortgage.) N1-361-90-01

541. 40 Real Property Master Plan. Facilities planning 5-year master plan and
docunentation related to analysis of existing facilities. Includes the annua
ener gy budget with supporting docunmentati on and concept design reports.
(Maintain in current files indefinitely. Transfer to new custodi an upon

conpl etion of sale, trade, or donation proceedi ngs, or acceptance of purchase
nmoney nortgage.) N1-361-90-01

541. 43 Construction Program Coordination. Copies of purchase requests and cl osed
conpl eted contracts; |og books; building maintenance contracts concerning

pai nting, repairs, paving and famly housing mai ntenance. (Destroy after 10
years.) NI1-361-90-01

541.46 Pol lution Studies. Test reports, studies, nenoranduns, regulatory agency
docunents relating to the abatement of air, water, |and, and other pollution
541. 46A DLA O fice of Environment and Safety Policy. (Retain in current files
area. Destroy after 5 years.) NIL-361-90-01

541. 46B Ot her offices. (Destroy after 3 years.) N1-361-90-01



541.49 Mlitary Construction Plans. Installation master plan and rel ated
docunents and correspondence. (Destroy when obsol ete or superseded.) N1-361-90-
01

541.52 Buil ding Records. Building record files, real property record cards,
requests for approval and disposal of buildings and inprovenents, docunentation
related to the transfer and acceptance of mlitary real property. (Destroy 10
years after transfer or disposal of building.) NL-361-90-01

541.55 Wrk Pl ans. Docunments, correspondence, study results, and reports used
for preparation of work plans. (Destroy after 5 years.) NI1-361-90-01

541.58 Real Property Econom c Studies. Copies of real property maintenance
contracts recording repairs or alterations to buildings or new construction
(Destroy when obsol ete.) N1-361-90-01

541. 61 Operations and Mi ntenance Resources. Operations and mai nt enance budgets
and rel ated docunentation, studies and analysis results which support facility
engi neering resources and funding requirenents. (Destroy after | year.) NL-361-
90-01

541. 64 Wrk Status and Backl ogs. Charts, graphs, and spreadsheets indicating
status and backl og of work. (Destroy when superseded.) N1-361-90-01

541. 67 Supplies. Equi pnent requests, hand receipts, and supply orders. (Destroy
after 1 year.) N1-361-90-01

541.70 Supply Orders. Bl anket purchase agreenents, supply charge accounts listed
by vendor, and rel ated docunentation. (Destroy after 3 years.) N1-361-90-01
541.73 Fiscal Year Program Analysis. Historical report with backup material and
rel ated docunentation. (Destroy after 3 years.) N1-361-90-01

541.76 Material Coordination. Service order calls (less than $1000 and 40 work
hours), standing operating orders, and work orders (over $1000 and 40 work
hours). (Destroy after 3 years.) N1-361-90-01

541.79 Real Property Leases. Real property |eases, docunmentation on easenents
and | eases right-of-way. (Destroy when obsol ete or superseded.) NI1-361-90-01
541. 82 Real Property Control. Real property utilization studies and reports,
docunents related to real property availability, prelimnary Corps of Engi neer
reports. (Destroy when |ease is no longer valid.) N1-361-90-01

541.85 Real Property Inventories. Real property inventories and rel ated
docunents pertaining to mlitary and civilian property which include reports,
studies, and |l edgers. (Destroy after 10 years.) NI1-361-90-01

543 BUI LDI NGS AND GROUNDS. Rel ates to mai ntenance and repair of buil dings,
roads, airfields, railroads, grounds, wildlife areas, and rel ated engi neering
equi prent; ent onol ogy, pest control, and custodi al services; packing/crating of
suppl i es and equi prent, and househol d goods.

543. 10 Service Orders. Service order fornms for maintenance work or inspection

i nvol ving costs less than $1000 and 40 work-hours. (Destroy after 2 years.) NI-
361-90-01

543. 20 Operating Orders. Standing operating order forns pertaining to

mai nt enance and repairs. (Destroy after 1 year.) NI1-361-90-01

543. 30 Job Orders and Estimates. Individual job order forns tracking |abor

equi prent, and material costs. Job estimate sheets provided by the engineering
contracting and resource nanagenent office containing estimtes of |abor
material s, equi pment, and direct costs for perfornmance of service. (Destroy
after 3 years.) N1-361-90-01

543. 40 Pest Control. Pest control plans, pest managenment reports, quarterly
reports of subsistence itens on Center, individual job orders and docunentation
relating to the fum gation of railroad cars, quarters and outdoor fumni gations.
(Destroy after 3 years.) NI1-361-90-01

543. 50 Wrk Schedul es. Weekly work schedul es and records of work perfornmed and
wor k- hours expended. (Destroy after 1 year.) N1-361-90-01



543. 60 Preventi ve Maintenance/ Sel f-Hel p. Forms, correspondence, and
docunentation relating to providing fam |y housi ng and/or office occupants with
preventi ve mai ntenance and sel f-hel p mai ntenance tools, equipnment, materials,
and supplies. (Destroy after 1 year.) NI1-361-90-01

543. 70 Buil dings and Grounds | nventories. Docunents pertaining to roads and
grounds or buil dings mai ntenance that consists of an inventory of accountable
Government property. (Destroy when obsolete or no | onger needed.) N1-361-90-01

547 FI RE PREVENTI ON AND PROTECTI ON. Rel ates to activities pertaining to the
prevention of fires, extinguishing fires, and protection of I|ife and property
fromthe threat of fires.

547. 10 Safety Hazards. Correspondence and neeting mnutes relating to the
identification and recording of potential safety hazards and recommendati ons for
correction. (Destroy after 1 year.) N1-361-90-01

547.14 Fire Prevention and Protection Equi pnent. Panphlets, catal ogs, and papers
containing information for ordering equi pnent parts and nmai nt enance products;
manuf acturer provided information on equi pnrent warranties; checklists and

i nspection lists identifying equi prent and supplies as accounted for and in
servi ceabl e condition; hand receipts and records pertaining to the issuance of
Gover nment equi prent and property. (Destroy when obsol ete or no | onger needed.)
N1- 361- 90- 01

547. 18 Equi pnrent Warranties. Manufacturer provided information on equi prent
warranties. (Destroy when no | onger needed.) N1-361-90-01

547. 22 Equi pnrent Mai nt enance. Checklists and inspection lists identifying

equi prent and supplies as accounted for and in serviceable condition. (Destroy
when obsol ete or no | onger needed.) NI1-361-90-01

547. 26 Equi pnrent Control. Hand-receipts and records pertaining to the issuance
of CGovernnent equi prent and property. (Destroy when no | onger needed.) NI1-361-
90-01

547.30 Safety Informati on. Reference gui des, manuals, books, posters, literature
and panphl ets containing information pertaining to safety awareness, techniques,
and practices. (Destroy when superseded or obsolete.) NI1-361-90-01

547. 34 Firemen Logs. Log books, records, forms, and docunentation of fire
departnment actions and activities pertaining to duty assignnents, inspections,
fire calls and evacuation drills. (Destroy after 7 years.) N1-361-90-01

547. 38 Engi neer Logs. Logbooks and records of overtime hours worked. (Destroy
after 3 years.) N1-361-90-01

547. 42 Wrk Schedul es. Charts and |ists assigning personnel to specific hours
and dates of duty. (Destroy when superseded.) NI1-361-90-01

547. 46 Inspections. Building fire inspection reports and records. (Destroy after
5 years.) N1-361-90-01

547.50 Fire Extinguishers. Inventory, test, inspection and |ocation records of
fire extinguishers. (Destroy after 2 years.) NL1-361-90-01

547.54 Sprinkler Systens. |Inspection, maintenance, and cleaning records for
sprinkler systems. (Destroy after 1 year.) NI1-361-90-01

547. 58 Hazardous Materials. Records, lists, and correspondence relating to

exi sting hazardous materials, their nonitoring, elimnation, and accident/spil
reports. (Destroy after 75 years.) NL1-361-90-01

547. 62 Anbul ance Calls. Reports and records of anmbul ance calls and response
actions. (Destroy after 2 years.) N1-361-90-01

547.66 Fire Calls. Reports pertaining to individual fire calls, damage, injuries
and simlar information. (Destroy after 1 year.) N1-361-90-01

547.70 Fire Incidents. Reports and records of all fire | osses over $1000.
(Destroy after 2 years.) NI1-361-90-01

549 UTILITIES. Relates to the operation, maintenance and repair of utility
pl ants and systens.



549. 10 Service Manual s. Books, lists, warranties, order forms, and manual s

provi ding part nunbers and ordering procedures for obtaining equiprent

repl acenent parts. (Destroy when obsol ete, superseded or no | onger needed.) NI1-
361-90-01

549.13 Utility Locations. Equi pment | og sheets, |ayouts, designs, blueprints,
drawi ngs, maps and specifications providing | ocations of electrical and air
condi tioning equi prent, electrical power |ines and transforners, and identifying
electrical wiring and plunbing | ayouts. (Destroy when obsolete.) N1-361-90-01
549. 16 Log Sheets. Sign-in/out |og sheets and equi pnent |ocation | og sheets

whi ch provide for equipnent accountability. (Destroy when obsolete or replaced
by new sheets.) N1-361-90-01

549.19 Daily Boiler Logs. Records and | og sheets pertaining to boiler pressures,
oil tenperatures, boiler firings, and related problens with boiler operations.
(Destroy after 1 year.) N1-361-90-01

549. 22 Vendor Brochures. Panphl ets, brochures, catal ogs, and docunents received
fromvendors providing informati on on new and updat ed equi prent and products.
(Destroy when obsol ete.) N1-361-90-01

549. 25 Equi pnent Pol [utants. Lists, maps, draw ngs and reports of equi prment

whi ch contain pollutants. (Destroy when obsol ete or pollutants have been
renoved.) NI1-361-90-01

549.28 Utility Agreenents. Copies of contracts fromlocal utility conpanies
regardi ng the purchase and use of services provided. (Destroy when obsol ete or
no | onger needed.) NI1-361-90-01

549.31 Utility Bills. Printouts, forms, docunments, reports, and correspondence
pertaining to utility use, billing and paynment. (Destroy after 3 years.) N1-361-
90-01

549. 34 Service Orders. Service order forms involving the performance of
preventive mai ntenance, repair, and preparation of famly housing units.
(Destroy after 2 years.) N1-361-90-01

549. 37 I nspections. Reports, forms, and correspondence relating to safety

i nspections frominternal and external sources. (Destroy after 2 years.) N1-361-
90-01

549. 40 Boiler Treatnment. Reports and records of chemicals and their use with
boilers. (Destroy after 2 years.) N1-361-90-01

549. 43 Sprinkl er Mintenance. Records, docunentation and correspondence rel ating
to the mai ntenance and cl eaning of sprinkler systens. (Destroy after 2 years.)
N1- 361- 90- 01

549. 46 Material Costs. Bills of materials for repair jobs, lists of supplies and
rel ated costs associated with repair and nai ntenance of equi pnent. (Destroy
after 2 years.) N1-361-90-01

549. 49 Inventories. Lists and records of equi pnent and account abl e Gover nnment
property and their |ocations. (Destroy when obsolete or itemis no |longer in

i nventory.) NI1-361-90-01

549. 52 Wrk Plan. Weekly work schedul es, fornms and records reflecting work-hours
spent in the performance of each job. (Destroy and replace nonthly.) NI1-361-90-
01

549. 55 Water and Chenical Production. Operating |logs, and rel ated papers that
reflect the results of water and chem cal production nmeasurenents. (Destroy
after water plant use has been replaced by County water system) N1-361-90-01
549. 58 Back-fl ow Preventers. Reports, records of inspections and tests, and

rel ated docunentation provided to State agencies. (Destroy when obsol ete or no

| onger needed.) N1-361-90-01

549. 61 Bacteria. Reports, test and sanple records and rel ated docunentation
pertaining to water testing. (Destroy when obsolete or no | onger needed.) NI1-
361-90-01

549. 64 Water Tests. Test results, reports, and docunentation reflecting quantity
of pollutants in bodies of water. (Destroy after 1 year.) N1-361-90-01



549. 67 Water Systens. Documentation reflecting study results of water

di stribution systens. (Destroy when no |onger needed.) NL1-361-90-01

549.70 Permts. National Pollutant Discharge Elimnation Systempermt for

di scharging water in public waterways. (Destroy when renewed, obsolete, or no
| onger needed.) N1-361-90-01

DEFENSE REUTI LI ZATI ON AND MARKETI NG

600 DEFENSE REUTI LI ZATI ON AND MARKETI NG. Rel ates to managenent of persona
property disposal operations, including reutilization of serviceable assets in
support of the mlitary services and other authorized customers.

600. 01 Reutilization and Marketing Progranf Project Files. Docunents related to
the formul ati on, managenent, admi nistration and execution of individua
Reutilization and Marketing prograns/projects such as plans, studies and

anal yses, reports, letter guidance and direction, and rel ated docunents.
(Destroy 2 years after term nation of prograniproject effort, or when no | onger
requi red, whichever is sooner.) N1-361-92-02

600. 02 Reutilization and Marketing Correspondence Files. Docunents providing
general direction, staff guidance and reporting in the managenent and

adm nistration of Reutilization and Marketing matters including interpretations
and decisions on applicability, requests for waivers and exceptions, data calls
and periodic reporting, and simlar docunents not covered el sewhere. (Destroy
after 2 years.) GRS 4, Item 1.

610 PROPERTY MANAGEMENT. Rel ates to the managenent, accountability, and control
of excess government property.

610. 10 Item Case Files. Itemrel ease/recei pt docunents, and ot her docunents
related to property requisition and receipt, adjustment records, reversals and
property downgrade (scrap) cards used to account for property itenms until
reutilization or disposal. (Cutoff at end of Fiscal Year. Destroy after 2
years.) N1-361-92-02

610. 15 Property Accountability. Inventories of property on-hand, disposa
transaction registers, resolution listings and simlar materials used to
research and provide overall accountability status of property. (Destroy after 3
years.) N1-361-92-02

610. 20 Property Turn-1n Schedul es. Schedul i ng books and simlar materials used
to establish schedules with generating activities for the turn-in of property.
(Destroy after 2 years.) N1-361-92-02

610. 25 Property Demlitarization. Demlitarization certificates, feeder reports
and rel ated docunments used to research and track actions taken on itens rendered
unusable for mlitary applications. (Destroy after 4 years.) NLl-361-92-02

610. 30 Dem litarization Requirements. Mcrofiche containing information on itens
requiring demlitarization. (Destroy when superseded or obsolete.) NIL-361-92-02
610.35 Dem litarization Verifications/Challenges. Cover letters, copies of

dem litarization requirenments, and rel ated backup materials used to
verify/chall enge requirenents to research and demlitarize questionable
property. (Destroy after 4 years.) Nl-361-92-02

610.40 Critical and Strategic Materials Recl amati on. Papers used to record the
conservation of critical and strategic materials. (Destroy after 5 years.) NI1-
361-92-02

610. 45 Precious Metal Reclamation. Monthly and quarterly reports of precious
metal reclamation, issues, and rel ated papers used to record the conservation of
precious nmetals. (Destroy after 5 years.) N1-361-92-02

610. 50 I nspections. Inspection sheets and rel ated backup material s and
correspondence used to conduct and report inspections of sanitary fills.
(Destroy after 2 years.) NL1-361-92-02



610. 55 Warehousi ng. Copies of itemrel ease/recei pt docunents, screener forns,

i ssue forms, location change fornms, tally sheets, and simlar materials used to
| ocate, warehouse, safeguard, and issue property other than operating supplies
and equi pnent. (Destroy after 1 year.) N1-361-92-02

610. 60 Space Managenent. Warehouse and ot her space | ayout plans used to nanage
Def ense Reutilization and Marketing Ofice (DRMD storage areas. (Destroy when
superseded or no | onger needed.) N1-361-92-02

610. 65 Equi pnent Control. Sign-out sheets, equipnent assignnents, vehicle
checklists, maintenance fornms, usage reports, and equi prent downtinme and

br eakdown reports used to control/dispatch vehicles, material handling

equi prent, and other notorized equi pnent. (Destroy after 1 year.) N1-361-92-02

620 SMALL ARMS SERI ALI ZATI ON PROGRAM Rel ates to the administration
accountability and demlitarization of small armnms under the Small Arns
Serialization Program

620.20 Small Arnms Serialization Program Docunents relating to the overal

adm ni stration of small armnms serialization program (Destroy when 10 years ol d.)
NC1- 361- 81-8

620.40 Small Arnms Control File (Active/lnactive). Individual record (card or
listing) for each small armthat is under the activity's accountability. (Place
transaction card in inactive file after disposition of the small arm Destroy
after annual reconciliation has been conpleted and records no | onger appear on
the Small Arms Inventory listing.) NCl1-361-81-8

620.60 Small Arnms Inventory Listing. Listing of serial nunmbered small arns data
contained in the DLA Central Registry.

620. 60A Defense Reutilization and Marketing Service (DRMS). (Retain in current
files area. Destroy when 3 years old.) NCI1-361-81-8

620. 60B Ot her offices. (Destroy upon receipt of new listing.) NCl-361-81-8

620. 80 Small Arns Transaction Register and Small Arns Reject Listing. Listing
and register generated fromthe use of the Small Arns Serialization Program
620. 80A DRVMS. (Retain in current files area. Destroy when 3 years old.) NCl-361-
81-8

620. 80B Ot her offices. (Destroy after annual reconciliation is conplete.) NCI1-
361-81-8

620.90 Small Arns Demilitarization Certificates. Certificates of small arns

dem litarization. (Destroy 5 years after destruction of weapon.) N1-361-92-02

630 REUTI LI ZATI ON AND DI STRIBUTI ON. Rel ates to the redistribution, donation
transfer, or foreign mlitary sale of excess governnment property.

630. 10 Want Lists. Custonmer want |ists, multipurpose requisition/issue forms and
simlar materials used to provide maxi mumreutilization of excess property.
(Destroy 1 year after request is filled or action conpleted.) NIL-361-92-02

630. 15 Interservice Support Agreenents. Menoranduns of Understandi ng (MOUs),
Interservice Support Agreenents (ISAs), and simlar itens devel oped for
reutilization of property. (Destroy 1 year after property is re-utilized/sold or
agreement is cancelled.) NI1-361-92-02

630. 20 Redistribution Efforts. Docunentation on efforts to di spose of property
by reutilization, transfer, and donation. (Destroy after 3 years.) NL-361-92-02
630. 25 Material Utilization and Di sposal Progress Reports. Reports initiated or
recei ved showi ng progress on property utilization and di sposal prograns.

630. 25A HQ DLA. (Destroy after 10 years.) NCI1-361-76-10

630. 25B Ot her offices. (Destroy after 2 years.) NCI1-361-76-10

630. 30 Freeze Actions. Messages and supporting records freezing property for
desi gnated prograns pendi ng recei pt of requisitions. (Destroy after 1 year.) NI1-
361-92-02



630. 35 Contractor Inventory Redistribution System Catal ogs |isting Governnent
property in contractor custody available for redistribution. (Destroy when

obsol ete.) NL1-361-92-02

630. 40 Property Donati on Case Files. Docunents accunul ated at a headquarters

whi ch approves or acts upon cases involving the donation of excess or surplus
property to authorized non-Governnent agencies. (Destroy after 3 years.) N1-361-
87-1

630. 45 Transfer Authority. Signhature cards and letters of designation

i dentifying personnel authorized to transfer property. (Destroy 2 years after
authority expires.) NI1-361-92-02

630.50 Foreign Mlitary Sales Case Files. Case files relating to the authorized
sal e of excess property to foreign governments through the Foreign Mlitary

Sal es Program (Destroy 6 years and 3 nonths after all aspects of the sale are
conplete.) NI1-361-87-1

630. 55 Accounts Mai ntenance. Turn-in docunents, records of adjustnments for other
than Reports of Survey or GPLDs, issues of excess, surplus, and foreign excess
personal property, downgrade to scrap, and simlar docunentation used to
research, maintain and correct accounts. (Destroy after 3 years.) N1-361-92-02
630. 60 Abandoned/ Destructed Property. Documents pertaining to

abandoned/ destructed property including DPDS Form 240, Econony Fornmul a Wrksheet
and DoD 4160.21-Minformati on. (Destroy when superseded, obsolete or no | onger
needed for reference.) NCl1-361-87-1

630. 65 Reporting. Copies of transmittals, sales lists, catalog mailings and
various reports, not covered el sewhere, that serve as a record of redistribution
efforts and other routine activities. (Destroy after 3 years.) GRS 4, Item 2.

640 OPERATIONS. Rel ates to the managenent of property reutilization activities.
640. 10 Reports of Survey. Reports of survey and Government property |ost or
destroyed including inventory adjustnents, and related records used to adj ust
account abl e property records. (Destroy after 5 years.) NLl-361-92-02

640. 15 Commodity Anal yses. Conputer printouts, contract yield information
briefing charts and rel ated background data pertaining to precious netals used
to denonstrate cost effectiveness of each commodity refined. (Destroy after 3
years.) N1-361-92-02

640. 20 Monthly Scrap Listing. Inventory on-hand |istings containing |ocations
and wei ghts of precious nmetals on-hand. (Destroy after 5 years.) N1-361-92-02
640. 25 Precious Metals Contract Files. Copies of contracts (recovery,
procurenent, service), nodifications and anendnents, precious netals deposits,
contractor status reports, correspondence, statenments of work, bid sheets, pre-
awar d/ post - award docunents, delivery orders, funding documents, processing

pl ans, shipping/receiving reports, production reports, settlenment letters, assay
reports, invoices, and simlar records used to nonitor precious netal recovery
operations. (Destroy 3 years after contract is closed.) NIL-361-92-02

640. 30 Precious Metals Equi prent and Supplies. Copies of funding docunents,

i nvoi ces, shi pping/ packing information, specifications, contracts, test and
eval uation data, and simlar records pertaining to acquisition of precious
nmetal s recovery equi pnent. (Destroy after 5 years.) NI1-361-92-02

640. 35 Dem litarization and Mutilation Case Files. Correspondence, conversation
records, cataloging information, treaty information, and rel ated docunents
pertaining to demlitarization or mutilation requirenments and acti ons perfornmed
on mlitary-type materiel prior to disposal. (Destroy after 10 years.) NI1-361-
92-02

640. 40 Dem litarization Code Chall enges. Correspondence, nessages, code change
recomendati ons, and simlar records pertaining to demlitarization code changes
of surplus property. (Destroy after 4 years.) NI1-361-92-02

640.45 Strategic/Minitions List Itens Control. Docunents which pertain in
general to specific contracts subject to strategic/nunitions list itens



controls, such as the evaluation of bidder's eligibility, approval and

di sapproval of bidder's end-use and destination of property, and inport
certificate/delivery verification requirenents.

640. 45A Forei gn Excess Personal Property (FEPP). (Destroy 6 years after

conpl etion of security trade controls on individual transactions.) NI1-361-92-02
640. 45B Surplus. (Destroy 7 years after bid award date.) N1-361-92-02

640. 50 Security Trade Control Violations. Docunents and correspondence rel ating
to reports and investigations of diversions of FEPP, including technica

viol ati ons of DoD Security Trade Control Regul ations. (Destroy 15 years after
adj udi cation is conpleted.) NI1-361-92-02

640.55 M PR Files. Copies of contracts, delivery schedules, receiving activity
i nvoi ces, MPRs, and simlar records pertaining to acquisition of vehicles,

mat eri el handling equi pnent, and other notorized equi pnent used by operationa
el ements. (Destroy when no | onger needed for reference.) N1-361-92-02

640. 60 War ehouse Mbder ni zati on/ Mechani zati on Program Files. Copies of site visit
results, correspondence, specifications and drawi ngs, project status reports, 5-
year plans, and simlar docunentation related to nodernization of storage
facilities. (O oseout when project conpleted and accepted. Retain for life of
equi prent installed.) NL-361-92-02

640. 65 Regi stration Log. Log of registration nunbers assigned to DRVS-owned
equi prent and vehicl es assi gned overseas. (Destroy when obsolete or no | onger
needed for reference.) NIL-361-92-02

640. 70 Surplus Property Transportation. Reutilization transportation
approval / di sapproval requests, data sheets, correspondence, nessages, approvals
inlieu of ultimte disposal, and simlar records related to the
approval / di sapproval of costs for transportation of surplus itenms exceeding

10, 000 pounds. (Destroy after 3 years.) NL1-361-92-02

640. 75 Retrograde Transportation Files. Operation plans, Departnent of
Transportation (DOT) exenptions, nmessages, ports of entry/debarkation schedul es,
conversation records, planning docunents, procedural documents, and simlar
records related to return of surplus property fromforeign countries. (Destroy
after 5 years.) NL1-361-92-02

640. 80 Reutilization Monthly Expenditures. Data pertaining to reutilization
transportation costs used to track and program funds. (Destroy after 2 years.)
N1- 361- 92- 02

650 MARKETI NG Relates to the nmarketing, advertising and sal e of excess

CGover nment property.

650. 10 Market Research. Itemdescriptions, material safety data sheets,
correspondence and related materials obtained as a result of conducting market
research and used to anal yze markets and trends; determ ne property market

val ues; identify potential markets, buyers and sal e net hods; devel op operating
pl ans; and determ ne/ provi de requirenents applicable to property offered for
sale. (Destroy after 1 year or when no | onger needed for reference, whichever is
later.) NI1-361-92-02

650. 14 Market Anal yses. Periodic anal yses of inventories of recyclable
materials, directed criteria, and related docunents. (Destroy after 7 years.)
N1-361-92-02

650. 18 Marketing Information. Catal ogs, customer conment cards, applications to
bid, and rel ated correspondence and materials used to eval uate and provide
marketing information. (Destroy after 2 years.) NLl-361-92-02

650. 22 Quality Assurance Reviews. Reviews and recomendati ons on seal ed bid
cat al ogs other than copies retained within SCO contract files. (Destroy after 1
year.) NI1-361-92-02

650. 26 Advertising. Ads placed in |ocal newspapers, bulletins, and nagazi nes;
flyers; invitations for bid; related materials and backup information used to



advertise and pronote aspects of marketing operations. (Destroy when no | onger
needed for reference.) NIL-361-92-02

650. 30 Auction and Retail Sale Files. Itens relating to retail and auction sales
including itemrecords; audit of records and certificates of review bidder
lists; high bid sales data; transmttals; lists of itens; sale sunmary reports;
noti ces of award, statenent and rel ease docunents; bidder registration fornms;
cat al ogs; various equi pment listings; sale tags; property tickets; cash
col l ection vouchers and rel ated financial records; conplaints and rel ated

eval uati ons and deci sions; and other pertinent historical data related to an

i ndi vidual sale. (Destroy 3 years after final paynent.) N1-361-92-02

650. 34 Sal e Eval uations. Listings, printouts and simlar historical sale data
and materials used to evaluate sale requirenents and direct disposition of
property having no comercial |ocal nmarket val ue/demand or which cannot be cost
effectively sold. (Destroy after 2 years.) NIL-361-92-02

650. 38 Bidders Master File. Mcrofiche copies containing information pertaining
to buyers or potential buyers of Governnment surplus property. |ncludes

i nformation such as bidder identification nunbers, debarred/indebted/bad check
lists, cleared bidders list, and bidder experience list.

650. 38A DRVS. (Destroy after 50 years.) N1-361-92-02

650. 38B Subordi nate activities. (Destroy when superseded or obsolete.) N1-361-
92-02

650. 42 Debarred, Ineligible, or Suspended Bidders. Correspondence and docunents
relating to debarred, ineligible, or suspended bidders on surplus property.
(Destroy after 10 years.) NCl1-361-77-3

650. 46 Market Subsystem History File. Records pertaining to sal es perfornmance
hi story of buyers of Government surplus property used for analysis. (Destroy
after 50 years.) NIL-361-92-02

650. 50 Annual Bid Deposit Bonds. Applications for annual bid deposit bonds, and
rel ated docunents. (Destroy after 3 years.) NI1-361-92-02

650. 54 Hazardous Property Sales Contracts. Contract files relating to the sale
of hazardous properties.

650. 54A Sale Contracting O fice (SCO copies. (Destroy after 50 years.) NL-361-
92-02

650. 54B Ot her offices. (Destroy when superseded, obsolete or no | onger needed
for reference.) N1-361-86-2

650. 58 Conbat ant Vessel and Aircraft Sales Contracts. Contract files relating to
t he di sposal of conbatant vessel/aircraft through sale. (Destroy 6 years after
the sales contracting officer is notified that vessel/aircraft has been
dismantled and has lost its identity as a vessel/aircraft. Exception: Files
known to be pertinent to an unsettled claim inconplete investigation, or
pending litigation will not be destroyed until settlenment of the claimor

conpl etion of investigation or litigation.) NCl-361-81-5

650. 62 Sal e Contracts. Contracts, high bid sheets, letters, correspondence,
clains, waivers, disputes, and related materials not covered el sewhere used to
eval uate and execute contracts awardi ng surplus foreign excess/surplus persona
property to buyers.

650. 62A SCO copi es:

650. 62A(1) Transactions of nore than $25,000. (Destroy 6 years after fina
payment.) N1-361-92-02

650. 62A(2) Transacti ons of $25,000 or less. (Destroy 3 years after fina
payment.) N1-361-92-02

650. 62B DRMO copi es. (Destroy after 2 years.) NI1-361-92-02

650. 66 Personal Property Sal es Unsuccessful Bids. Unsuccessful and cancel ed bids
resulting from personal property sales transactions acconplished under seal ed
bid and spot bid procedures; bidders registration cards of unsuccessful bidders
resulting fromsuch sales transactions acconplished by spot bid and auction

pr ocedures.



650. 66A Sensitive (includes all unsuccessful bids in instances when any award is
made to other than the high bidder). (Destroy 6 years after sale date.) NIL-361-
92-02

650. 66B Non-sensitive. (Destroy 1 year after renoval of all property sold under
the related invitation for bids.) NL-361-92-02

650. 70 Post -award Wt hdrawal Actions. Copies of docunments, other than SCO
copies, pertaining to property withdrawn fromsales after award and prior to
physi cal renoval. (Destroy after 3 years, or when no |onger required, whichever
is later.) N1-361-92-02

650. 74 SCO Trai ning Courses. Course materials used in proficiency updates, sale
contracting procedures and | ocal sales officer's courses. (Destroy when

super seded, or when no |onger needed for reference.) NIL-361-92-02

650. 78 SCO Appoi ntrments. Docunents, warrants, and related materials pertaining
to the appoi ntnent of sales contracting officers. (Destroy on separation of

i ndi vidual fromthe organization.) Nl-361-92-02

650. 82 Auctioneers. Lists of certified DRVS aucti oneers. (Destroy when

super seded.) N1-361-92-02

650. 86 Negoti ated Sal es Reporting. Docunments and reports pertaining to required
Congressional notification and/or approval on negotiated sal es of surplus
property. (Destroy after 3 years, or when no |onger required, whichever is
later.) NL-361-92-02

650. 90 Technical Assistance Visits. Periodic programeval uations of sale
contracting practices and operations, and reports of corrective actions.
(Destroy after conpletion of conparable visit, or when no | onger needed for
reference.) NI1-361-92-02

660 ENVI RONVENTALLY REGULATED PROPERTY. Rel ates to environnental matters and the
handl i ng and di sposal of hazardous waste nmaterials. Note: Longer retention

peri ods are authorized where required by Code of Federal Regulations (CFR)

state, or local laws. For disposition of contract related records not covered in
this section, see section 810.00, Contracting and Producti on.

660. 10 Hazardous Waste Service Contracts. Contract files relating to
transportation, storage, and disposal of hazardous waste includi ng hazardous
wast e mani fests and ot her supporting docunentation

660. 10A Contracting O ficer copy. (Destroy after 50 years.) N1-361-92-02

660. 10B Region Delivery Order files. (Upon closeout of final delivery order
forward file contents to contracting office for consolidation with contract
files.) N1-361-92-02

660. 10C Ot her offices. (Destroy when superseded, obsolete, or no | onger needed
for reference.) NI1-361-92-02

660. 14 Pre-solicitation Technical Reviews. Technical reviews of hazardous

mat eri al /waste service contractors. (Destroy when no | onger needed for
reference.) NI1-361-92-02

660. 18 Technical Evaluation of Bids and Proposals. Retained copies of technica
eval uations of bids and proposals for hazardous waste service contracts provi ded
to contracting officers. (Destroy after 3 years.) NIL-361-92-02

660. 22 Third-Party Liability Program Actions. Investigations on sites with
potential Government liabilities under environnmental |aw including records
searches, determ nations of on-site liabilities, retrieval and/or renoval
actions, and recommendation efforts.

660. 22A O fice of Environnental Processes. (Destroy 50 years after conpletion of
final action.) N1-361-97-01

660. 22B O her Ofices. (Destroy when superseded, obsolete, or no | onger needed
for reference.) NI1-361-97-01

660. 26 Environnental Inquiries. Logs and related records for technical inquiries
on the storage, handling, receipt or disposal of hazardous property. (Destroy
after 1 year.) N1-361-92-02



660. 30 Spill Reports. Situation reports on spills of hazardous materials
including foll owup actions and rel ated acti ons which are nai ntai ned by:

660. 30A Originator. (See 660.42.) N1-361-92-02

660. 30B Cogni zant Regi ons and other activities for information. (Destroy 1 year
after corrective action.) N1-361-92-02

660. 34 Environnental Conpliance Audits. Checklists, reviews, photographs,
reports and rel ated correspondence on conpliance with environnmental requirenents
by DLA activities, hazardous waste disposal contractors, and surplus sales
purchasers. (Destroy 3 years after conpletion of any required corrective
actions.) N1-361-92-02

660. 38 Treatnent, Storage and Disposal Facilities (TSDF). Docunents and
correspondence pertaining to service contractor TSDFs such as state |icenses,
DOT ratings for transportation, Resource Conservation and Recovery Act facility
permts, TSDF environmental operating records, inspections docunents, and

rel ated records. (Destroy when superseded, or no | onger needed for reference,
whi chever is later.) NIL-361-92-02

660. 42 Environnental Operating Records. Docunments pertaining to facility

envi ronnent al operating records as nmandated by the Resource Conservation and
Recovery Act (40 CFR Part 264/ 265). Documents include closure plan, waste

anal ysis plan, training records, hazardous waste | og, waste analysis records,

i nspection |log, spill records, notices to off-site generators, notices to TSDFs,
notifications/permts, and waste mnim zation certificates. (Destroy upon

cl osure of TSDF.) N1-361-92-02

660. 46 Environnental Disposition Docunents. Manifests received and/ or conpl eted,
mani f est di screpancies, used oil |logs, and certification notices from

burners/ marketers. (Destroy 3 years after |ast transaction.) NL-361-92-02

660. 50 Land Di sposal Restrictions (LDR). Copies of all notices, certifications,
denonstrati ons, waste anal ysis data, and other pertinent docunents of LDR
hazardous waste sent to treatnment, storage, or disposal facilities. (Destroy 5
years from date hazardous waste docunented was | ast sent to TSDF, except during
course of unresolved regulatory actions.) NL-361-92-02

660. 54 Pol ychl ori nated Bi phenyl (PCB) Records. Copies of docunments and PCB
docunent | ogs tracking the receipt and disposition of PCBs and PCB itens, per 40
CFR 761.180; records include manifests, certificates of disposal, PCB Annua
Docurment Log, and PCB Annual Log Summary. (Destroy after 3 years.) NL-361-92-02
660. 58 Environnental Reports. Resource Conservation and Recovery Act (RCRA)

Bi ennial reports, un-mani fested waste reports, exception reports, and other

rel ated reports, information, and letters. (Destroy upon closure of TSDF.) NI-
361-92-02

660. 62 RCRA Part B Permt Applications. Docunments related to permtting RCRA
conform ng storage facilities for hazardous property including siting, design
and construction docunmentation. (Retain for life of the facility; destroy when
no | onger required.) N1-361-92-02

660. 66 Environnental Training. Training certificates, listings of qualified
personnel, dates of training, tracking docunents, and other materials related to
envi ronnent al and hazardous materials training certifications. (Update as
current personnel are re-certified, destroy 3 years after enpl oyee | eaves the
Hazardous Material /Waste career field.) NL-361-92-02

660. 70 Hazardous Property Inventories. Inventories, various status reports, and
snapshot reports used to maintain cogni zance of current and correct hazardous
property inventories. (Destroy after 1 year, or when no | onger needed.) NL1-361-
92-02

660. 74 Customer Assistance Booklets. Informational materials and bookl ets used
to advise property generators of requirenents for identification and packagi ng
requi renents for hazardous materials. (Destroy when superseded or obsolete.) NI-
361-92-02



660. 78 Hazardous Waste Profile Sheets. Hazardous Waste Profile Sheets and

rel ated materials used to determ ne hazardous nature of excess property and
assure proper identification and packagi ng.

660. 78A Facility Operating Record copy. (Destroy 5 years after closure of the
facility.) N1-361-92-02

660. 78B Ot her copies. (Destroy when no | onger needed to neet regul atory

requi renents.) NL-361-92-02

660. 82 Energency Pl ans. Copi es of energency plans and procedures such as
contingency plans, spill response plans, spill prevention contai nment
count er neasure pl ans, hazardous waste management plans, in-house operating
procedures, and related neeting mnutes, coordinations, notifications and
correspondence used to establish appropriate actions to be taken in event of
hazardous material spills. (Destroy when superseded, obsolete or no | onger
needed.) N1-361-92-02

660. 86 Facilities/Construction Projects. Wrk orders, programm ng docunments,
correspondence, draw ngs, funding docunents, project approvals, and
certifications of costs incurred. (Destroy 5 years after project conpletion and
incorporation in the installation master plan.) Nl-361-92-02

660. 90 Installation Master Plan. Docunments describing buil dings, |ocations,
siting, layouts, utilities, and related nmatters in DLA activities. (Destroy when
super seded.) N1-361-92-02

660. 94 Facilities Programm ng. Annual work plan and docunents pertaining to rea
property mai ntenance and military construction progranmm ng. (Destroy after 5
years.) N1-361-92-02

TECHNI CAL OPERATI ONS

705 TECHNI CAL OPERATIONS. Relates to quality and reliability, catal oging
techni cal data, standardization, val ue engi neering, engineering support, and
techni cal support of acquisition and provisioning.

705. 01 Technical Operations Program Project Files. Docunments related to the
fornul ati on, managenent, adm nistration and execution of individual Technica
Operations prograns/projects such as program pl ans, studi es and anal yses,
reports, letter guidance and direction, and rel ated docunents. (Destroy 2 years
after termnation of programeffort, or when no | onger required, whichever is
sooner.) NI1-361-91-16

705. 02 Technical Operations Correspondence Files. Docunents providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Techni cal Cperations matters including interpretations and deci si ons on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar documents not covered el sewhere.

705. 02A HQ DLA. (Destroy after 2 years.) NI1-361-91-16

705.02B Ot her activities. (Destroy after 1 year.) NI1-361-91-16

710 VALUE ENG NEERING Rel ates to the inplenentation of the Val ue Engi neering
Program and the conduct of intrinsic value and shoul d-cost anal yses on DLA
managed materi al

710. 10 Val ue Engi neering Projects and Studi es. Shoul d-cost anal yses, val ue
engi neeri ng change proposals, reverse engineering projects, price challenges,
and rel ated records pertaining to projects:

710. 10A Resulting in cost savings. (Destroy after 6 years, or when no | onger
needed for reference or research, whichever is later.) N1-361-91-16

710. 10B Not resulting in cost savings. (Destroy when no | onger needed for
reference or analysis.) N1-361-91-16

710. 20 Val ue Engi neering Item Records. Docunentation summarizing prior val ue
engi neering efforts on individual itens used for reference and research
(Destroy when no | onger needed for reference.) NI1-361-91-16



710. 30 Val ue Engi neering Reporting. Statistical reports on val ue engi neering
program activities including projects, savings, itens screened, and sinilar

i nformation. (Destroy after 1 year.) N1-361-91-16

710. 40 Val ue Engi neeri ng Change Proposal (VECP) Program Presentations.
Presentations and rel ated docunents on efforts to encourage contractor

subm ssi on of VECPs includi ng busi ness conference prograns and simlar efforts.
(Destroy after 1 year, or when superseded, whichever is sooner.) NI1-361-91-16
710. 50 Repl eni shnent Parts Purchases and Loans. Informational copies of
contracts and agreenents for the loan or sale of itenms to contractors for

engi neeri ng purposes. (Destroy 1 year after return of itemor sale, as
applicable.) N1-361-91-16

715 STANDARDI ZATI ON. Rel ates to inplenmentation of the Defense Standardization
and Specification and Parts Control Prograns for assigned Federal Supply O asses
to include standardization in support of engineering, procurenent, and supply
managenent .

715. 10 Specification Hi story Files. Conmercial itemdescriptions, copies of
speci fications and proposed revisions, comrunication control records, records of
docunent actions, action sheets, coordination letters, correspondence wth

manuf acturers and rel ated materials used to nanage the Defense Standardization
and Specification Program (Destroy 2 years after specification is cancelled or
super seded.) NI1-361-91-16

715. 13 Federal Supply dassification (FSC) Files. Program plans and rel at ed
backup materials related to analysis of FSCs or Defense Standardizati on and
Speci fication Program (Destroy when plan expires or is superseded.) NI1-361-91-
16

715. 16 Def ense Standardi zati on and Specification Program Policies, Procedures
and Instructions (DoD 4120.3-M Updates. Conmercial item descriptions,

coordi nati ons, changes and related itens and backup materials used to recomend
changes to DoD 4120.3-Mfor inprovenent of the standardization m ssion
performance. (Destroy when change is published.) NI1-361-91-16

715. 19 Standardi zation Liaison. Tel ephone records, neeting mnutes, trip
reports, correspondence, and related information acquired as a result of
participation as DoD representative at industry/mlitary standardization
nmeetings, and maintaining liaison with nmlitary services. (Destroy when 2 years
ol d, or when no | onger needed, whichever is sooner.) NI1-361-91-16

715.21 Project Register. Project registers used to identify, schedul e and
nmoni t or standardi zation projects. (Destroy 2 years after all actions on register
are conpleted.) N1-361-91-16

715.40 Parts Control Hi story File. Recommendations and/or requests for parts
use, parts selection lists, related technical inputs, updates, and responses
used to support equi prent design organi zations in the selection and application
of standard parts in equi prent design prograns. (Destroy 3 years after part is
super seded, obsolete, or no | onger needed.) N1-361-91-16

715. 43 Parts Control Publicity. Copies of CGovernnent-furnished base |ines, ML-
STD 965A, Mlitary Parts Control Advisory G-oup (MPCAG Directory, related
publicity itenms and publications, and cover letters sent to contractors to
publicize the Parts Control Program and the MPCAG concept. (Destroy after 1
year.) NI1-361-91-16

715. 46 Engi neering Consultation. Copies of parts selection lists, justifications
for parts selection, draw ngs, specifications, recomendations to use parts,
technical data; trip reports, board neeting mnutes and rel ated material s used
to record history of engineering consultations to parts control boards, advisory
groups, conmmittees, panels, and contractors. (Destroy 2 years after consultation
or when no |onger needed for reference.) NI1-361-91-16

715. 49 Engi neering Design and Logistics. Source lists for supply, standardized
parts draw ngs, requests for specification updates, and rel ated correspondence



and backup materials used to notify contractors of parts neeting specific design
application requirenments. (Destroy 2 years after specification is cancelled or
super seded.) NI1-361-91-16

715. 52 Manuf acturing Techni ques and Procedures. Meeting mnutes, trip reports,
cat al ogs, procedures and techni ques, information received at conferences,
correspondence, and related materials obtained and used to supply information on
state-of -the-art manufacturing techni ques and procedures bei ng devel oped t hat

i npact parts selection. (Destroy when superseded, obsolete, or no |onger
needed.) NI1-361-91-16

715. 55 Gover nment - Fur ni shed Baseline (GFB) Listings. Computer |istings
reflecting the history of standardized parts. (Destroy when superseded or

obsol ete.) NI1-361-91-16

715. 58 Nonstandard Parts Eval uations. Current programparts selection list,

| atest standard military draw ngs, analyses and rel ated backup material s,
recomendati ons, and resulting decisions used in the analysis and eval uati on of
nonst andard part requests and anal yses of contractor control draw ngs. (Destroy
3 years after conpletion of related contract.) N1-361-91-16

715. 61 Cost Avoi dance Reports. Status reports, copies of cost avoi dance reports,
parts mat ches, coordi nati ons and docunentation of creations of new NSNs, bin
space arrangenents and related materials used to identify potentials for cost
avoi dance. (Destroy after 3 years.) NI1-361-91-16

715. 64 Standardi zation Audits. Audit reports and records of corrective actions
taken and responses to audit findings. (Destroy 1 year after succeeding audit is
conducted.) NI1-361-91-16

715.80 Item Standardi zati on Studies. Itemreduction studies, reviews of

engi neering practices, concurrences, and non-concurrences, requests for project
nunbers, research information and related materials used to maintain currency of
standardi zati on status of itens and assign item standardization codes. (Destroy
after study recommendati ons have been inpl enented, or when no | onger needed for
reference.) NI1-361-91-16

715.82 Item Standardi zati on Reviews. Study and control cards, draw ngs, item
descriptions, transmttal sheets, study notes, |istings, correspondence,
concurrences/ non-concurrences, and related materials used or created in the
conduct of item standardization reviews. (Destroy after 10 years.) NI1-361-91-16
715. 84 Mai ntenance Files. Drawi ngs, itemdescriptions, |istings, correspondence,
backup materials for Federal Supply Codes and related materials on itens not
covered by 715.80, Item Standardization Studies. (Destroy after 3 years.) NI-
361-91-16

715.86 Item Reduction File. Studies of proposed itemreductions, rel ated
listings, correspondence, and related materials. (Destroy when study results
have been inpl enented.) N1-361-91-16

715. 88 Catal ogi ng Referrals. Catal oging requests, letters to the Mlitary
Services and responses, and simlar correspondence used to refer catal oging
actions as a result of item standardization reviews. (Destroy when catal ogi ng
action is conpleted.) NI1-361-91-16

720 TECHNI CAL SERVI CES. Rel ates to technical/engi neering support such as
contracting, packaging, supply, itementry control, and rel ated areas.

720. 10 Item Technical Hi story Records. Determ nations on the adequacy of
techni cal data for procurenment purposes, drawi ngs, itemtransfer forns,
correspondence with industry and engi neering support activities, referrals and
supporting docunments for determ nations on alternate offers, and conparable
docunents. (Destroy when obsolete or when itemis transferred or renoved.) NI1-
361-91-16

720. 20 Pre-provisioning. Tables, screening wrksheets, notes, Standard Alternate
Item Referral / Request Notifications, total itemrecords, revisions and rel ated
backup materials used to maintain the Provisioning Surveillance System (Destroy



when st ock nunber has been cancell ed or when no | onger needed for reference.)
N1- 361-91- 16

720. 25 Provisioning System Input Control. Suspense |og book used to track inputs
to the Provisioning Surveillance System (Destroy when no | onger needed for
reference.) N1-361-91-16

720. 30 Provisioning/Pre-provisioning Conferences. Pre-provisioning reviews,
drawi ng packages, distribution lists, docunent transmttals, conference
projections and notifications, and rel ated correspondence and backup materials
used to plan, establish and conduct pre-provisioning gui dance conferences and
provi si oni ng/ source codi ng conferences for procured end itenms and equi prment.
(Destroy 5 years after NSN is established.) NI1-361-91-16

720. 40 Substitution Actions. Supply support requests for the identification of
potential substitute itenms to nmeet requisitions. (Destroy after 3 nonths, or
when no | onger required, whichever is sooner.) NI1-361-91-16

720. 45 Engi neering Support Estimates. Docunents and reports providing estinmates
of engi neering support requirenents. (Destroy after 2 years.) NI1-361-91-16

720. 50 Packagi ng Project Records. Docunents on packagi ng i nprovenents,
speci al i zed probl ens, eval uation and testing, packagi ng board decisions, and
related materials. (Destroy 2 years after final decision or inplenenting
actions.) N1-361-91-16

720. 55 Packagi ng Conpl ai nts. Customer and depot conplaints and rel ated
correspondence. (Destroy after 1 year.) NI1-361-91-16

720. 60 Packaging Plant Visits. Staff visits to manufacturing facilities to

exam ne packagi ng processes and provi de assi stance on technical problens.
(Destroy after 1 year.) N1-361-91-16

720. 70 DoD Hazardous Material Data. Mcrofiche containing a record of the data
contained in the DoD Hazardous Material Data Bank. (Destroy after 75 years.) NI1-
361-91-16

730 LOd STICS DATA. Relates to the admi nistration and performance of the Federa
Cat al ogi ng Program and catal ogi ng aspects of the ItemEntry Control Program
and the execution of the provisioning supply program

730. 10 Logistics Data Records. Catal og data input forms, and rel ated background
data used to submt logistics data records for NSN assi gnnent or revision
(Destroy after NSN is assigned or data is revised, whichever is applicable.) NI-
361-91-16

730. 20 Mai ntenance Transaction Files. Docunents pertaining to revisions of

cat al ogi ng data such as catalog data fornms, coded item characteristics

mai nt enance forns, and simlar data. (Destroy after 2 years.) NI1-361-91-16

730. 30 Provisioning Parts Lists. Records listing itenms of weapon systens
conponents, neetings with manufacturers, provisioning service, and integrated
mat eri al managers, and simlar records used in deterni nations on the managenent
of items. (Destroy on receipt of related supply support requests or cancellation
action.) NI1-361-91-16

730. 35 Provisioning History Files. Supply support requests for newitens in
support of mlitary equipnment, itementry control reviews, and rel ated
docunents. (Destroy after 5 years, or when no | onger needed, whichever is
sooner.) NI1-361-91-16

730. 40 Federal Itemldentification Proposals. Retained copies of supply

cat al ogi ng requests for changes in Federal itemidentification guides. (Destroy
upon conpletion of action.) NI1-361-91-16

730. 45 Conmerci al and Governnent Entity (CAGE) Codes. Retained copies of
requests to establish CAGE codes for item manufacturers. (Destroy when published
or confirned.) N1-361-91-16

730.50 Data Preparation Reports. System generated reports on data transm ssion
and quality. (Destroy on conpletion of review, or when no |onger required for
anal ysi s, whichever is later.) N1-361-91-16



730.55 Federal Itemldentification Guides (FII1Gs). Cuides, reference draw ngs,
descriptions of items in supply system schedul es, other background materials,
correspondence, nessages and related materials used to devel op, prepare,

coordi nate, and maintain Federal Itemldentification Guides. (Destroy when item
is renoved fromthe supply system) NI1-361-91-16

730. 60 Requirenent Devel opment. Menoranduns, requests, comments, coordinations,
research and associated materials used to devel op and coordi nate requirenents
and replies for FIIGs fromother activities, and | ogistical areas other than
itemidentification. (Destroy when requirenments are published.) NI1-361-91-16
730.65 Itemldentification Preparation. Supply support requests, requests for
mai nt enance actions, stock on hand reports, worksheets, approval s/denials, and
rel ated materials used to prepare and/or revise itemidentifications for al
items requiring or having National Stock Number (NSN) assignnents. (Destroy 1
year after approval.) N1-361-91-16

735 TECHNI CAL DATA MANAGEMENT. Rel ates to adm nistration and execution of the
Techni cal Data Managenent Programincluding the Technical Information Storage
and Control System and the Repl eni shnment Parts Breakout Program

735. 10 Pl anned Procurenent Listing. Listings of projected procurenent actions
used to identify nonconpetitive itenms and research the availability of technica
data for procurenent purposes. (Destroy after 2 years.) NI1-361-91-16

735.20 DFAR S6 Full Screen Reviews. Docunments used in reviews of technical data
for individual itenms, efforts to acquire such data, and determ nations on the
conpetitive status of itens. (Destroy when obsolete, or 3 years after item
breakout, as applicable.) N1-361-91-16

735. 30 DFAR S6 Conpetition Reporting. Periodic reporting on programactivities,
savings, and simlar data. (Destroy after 1 year.) NI1-361-91-16

735. 40 Engi neering Drawi ng Requests. Customer requests for engineering draw ngs.
(Destroy on conpletion of action, or when no |onger required for analysis,

whi chever is later.) NI1-361-91-16

735. 50 Repository Managenent Reports. Engi neer Draw ng Aut omated Storage and
Retrieval Equi pnent (EDASRE) and SAMMVS statistical and workl oad sumari es.
(Destroy when no | onger needed for reference or analysis.) NIl-361-91-16

735. 60 I ndex Purge Listings. Systemreports used for purging engineering

drawi ngs. (Destroy on conpletion of required actions.) N1-361-91-16

735. 70 Engi neering Drawi ng Requi sitions. Correspondence and nmessages requesting
engi neering drawi ngs from engi neeri ng support activities and manufacturers and
rel ated conmuni cations on proprietary rights or deficiencies.

735. 70A Successful actions. (Destroy on conpletion of action.) N1-361-91-16
735. 70B Unsuccessful actions. (Destroy after 5 years, or when no | onger required
for followup or reference, whichever is later.) N1-361-91-16

735. 80 Engi neering Drawi ng Purchases. Retained supply requisition and rel ated
control media on the purchase of engineering draw ngs from nanufacturing
sources. (Destroy after 1 year.) N1-361-91-16

735.90 Drawi ng Restoration. Logs and other control docunentation identifying
restored draw ngs. (Destroy when no | onger needed.) NI1-361-91-16

DEFENSE LOGQ STI CS SERVI CES

750 DEFENSE LOd STICS SERVICES. Relates to the operation, systemdiscipline,
and di ssem nation of |ogistics data for the Federal Catal og System (FCS),

Def ense Logistics Information System (DLIS), the Mlitary Engi neering Data Asset
Locat or System (MEDALS), and ot her assigned |ogistics information systens.

750. 01 Logistics Services Program Project Files. Docunents related to the
formul ati on, managenent, adm nistration and execution of individual Logistics
Servi ces prograns/projects such as plans, studies and anal yses, reports, letter
gui dance and direction, and rel ated docunents. (Destroy 2 years after



term nation of programeffort, or when no | onger required, whichever is sooner.)
N1-361-91-18

750. 02 Logistics Services Correspondence Files. Docunments providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Logi stics Services matters such as interpretati ons and deci si ons on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar documents not covered el sewhere.

750. 02A HQ DLA. (Destroy after 2 years.) NI1-361-91-18

750.02B Ot her activities. (Destroy after 1 year.) NI1-361-91-18

751 TECHNI CAL. Relates to devel opnment and nmai nt enance of FCS catal ogi ng tools
and rel ated System Support Record (SSR) fil es.

751. 10 Item Nane Col | aborati on Action Requests. DD Forns 180 and sinilar
actions, and supporting docunents. (Destroy after 2 years.) N1-361-91-18

751. 12 Mass Change Records. Cross reference notes, total itemrecord extracts,
and rel ated records. (Destroy after 2 years.) NI1-361-91-18

751. 14 Logi stics Data Managenent Reports. Systemreports used to maintain,
update, and anal yze data with the total itemrecord. (Destroy when no | onger
needed for reference.) NI1-361-91-18

751. 16 Master Requirenments Directory. Material tables and replies used to
describe itens within the Federal Supply Centers. (Destroy when determnm ned
obsol ete.) NI1-361-91-18

752 | NTERNATI ONAL CODI FI CATION. Relates to providing |iaison and codification
services to North Atlantic Treaty Organi zati on (NATO and other foreign

countri es.

752. 10 AC/ 135 Panel A Meeting Mnutes. Copies of neeting mnutes, action itens,
messages, and simlar records related to NATO codification of equi pnent.
(Destroy after 3 years.) NI1-361-91-18

752. 12 Technical Data Files. Repository of technical data docunmentation such as
engi neeri ng draw ngs, specifications, comercial catal ogs, and simlar data from
manuf acturers pertaining to individual itenms of production and used in item
identification processes. (Destroy when obsol ete, superseded, or no | onger
needed for reference.) NI1-361-91-18

752. 14 Catal oging Action Files. Correspondence and supporting docunentation
pertaining to catal oging actions such as codification requests, catal oging
change proposals, and cancell ation requests. (Destroy after autonated system
reflects change.) NI1-361-91-18

752.16 Foreign Mlitary Sales (FM5) Case Files. Copies of FM5 sal es agreenents,
anendnments, correspondence, final statements, and related supporting
docunent ati on accumul ated as a result of providing catal oging services to
foreign governnents. (Destroy when no | onger needed for reference.) NI1-361-91-18

753 SYSTEMS MANAGEMENT. Relates to actions pertaining to |ogistics managenent
data, systemsurveillance, systens documentation, and nanagenment statistica
reporting for the FCS as well as assignnent and mnai nt enance of CAGE Codes and
certification of mlitarily critical technical data agreenments.

753. 10 Master System Change Request (SCR) File. Oiginal requests, tracking
docunents, cost estimates, man-hour and conpl etion date projections, point
papers, acceptance test plan, test results, functional description changes, test
transactions, inplenentation plans and rel ated background nmaterial pertaining to
cat al ogi ng system change requests. (Destroy when no | onger needed for
reference.) NI1-361-91-18

753. 12 System Probl em Reports. Copies of problemnotifications, tracking and
projections, and simlar records pertaining to resolution of system probl ens.
(Destroy after 2 years.) NI1-361-91-18



753.14 Mlitarily Critical Technical Data Agreements. Copies of forms used by
contractors to request certification, certifications, and simlar records
pertaining to contractor eligibility to receive mlitarily critical technica
docunentation. (Destroy after 5 years. Exception: Agreenents containing najor
changes, bring original agreenment forward to current file.) N1-361-91-18
753.16 Certified Access Files. Mcrofiche copies containing contractor
certification nunbers used to support data rel ease deci sions. (Destroy upon
recei pt of updated copy.) NI1-361-91-18

753. 18 Supply Code Requests. Copies of requests for assignnent of Commerci al
and Government Entity (CAGE) codes, A/C 135 forms, and sinilar records
pertaining to assignnent of supply codes to nmanufacturers. (Destroy when

obsol ete, superseded, or no | onger needed for reference.) NI1-361-91-18

753. 20 Supply Code Mai ntenance Files. Mcrofiche copies produced fromon-1line
system listing all CAGE codes assigned, information about the corporate
structure and affiliations of conpani es assi gned CAGE codes, and ot her
information relative to contractors. (Destroy upon receipt of updated copy.) NI-
361-91-18

753.22 Part Nunber Summaries. Correspondence, copies of part nunbering
structures, sunmaries, CAGE code listings, and related records used to devel op
manuf acturer's part nunmber summaries. (Destroy when obsol ete, superseded, or
when no | onger needed for reference.) N1-361-91-18

753. 24 Manuf acturer Case Files. Copies of contractor name change notifications,
| egal docunentation, and other records pertaining to contractor status used to
mai ntai n accuracy of CAGE code files. (Destroy when obsol ete, superseded, or no
| onger needed for reference.) NI1-361-91-18

753. 26 Item Managenment Coding (IMC) Files. Copies of IMC-1 statistical reports
used to anal yze trends for service-managed consumable itens. (Destroy after 2
years.) NI1-361-91-18

753. 28 Government/ I ndustry Reference Data Edit and Review (A RDER) Files.
Correspondence and simlar records pertaining to industry review of accuracy of
i ndustrial data contained in government maintained systenms used to update DLIS.
(Destroy when no | onger needed for reference.) NI1-361-91-18

756 | NFORVATI ON DI SSEM NATI ON MANAGEMENT. Rel ates to devel opi ng, anal yzi ng
preparing, maintaining, reviewng, and controlling the nedia for di ssem nating
all logistics data managenent infornmation

756. 10 Statistical Reports. Details and summaries of customer transactions on
the Logistics Renote Users Network (LOGRUN), MEDALS and simlar itenms. (Destroy
after 5 years, or when no | onger needed for reference, whichever is later.) NI1-
361-91-18

756. 12 Descriptive Publication Requirenents Guides. Customer surveys on product
design and requirements. (Destroy 1 year after final action.) N1-361-91-18

QUALI TY ASSURANCE

770 QUALITY ASSURANCE. Relates to the inplementation of quality assurance,

wi thin depots, contracting, and contract managenent activities.

770.01 Quality Assurance Program Project Files. Docunments related to the
formul ati on, managenent, adm nistration and execution of individual Quality
Assurance prograns/projects such as program pl ans, studies and anal yses,
reports, letter guidance and direction, and rel ated docunents.

770. 01A HQ DLA. (Permanent. Transfer to National Archives in 5-year bl ocks when
30 years old.) N1-361-91-14

770.01B O her activities. (Destroy after 1 year.) NI1-361-91-14

770.02 Quality Assurance Correspondence Files. Docunents providi ng genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Quality Assurance matters including interpretations and deci sions on



applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar documents not covered el sewhere.

770. 02A HQ DLA. (Permanent. Transfer to National Archives in 5-year bl ocks when
30 years old.) NI1-361-91-14

770.02B O her activities. (Destroy after 1 year.) NI1-361-91-14

770. 03 Professional Devel opment and Certification. Individual devel opment plans,
system and comodity certifications and recertifications, and rel ated docunents.
(Destroy when no | onger needed, or if enployee transfers, forward to gai ning
organi zati on. Exception: Gve to the enpl oyee when the enployee is noving to a
position where certification is not required.) N1-361-91-14

770.04 International Organization for Standardization (1SO Quality System
Records. Internal and external surveillance audits, managenent reviews, custoner
conpl aints, corrective actions, followup audits, and rel ated records

accunul ated as a result of SO registration and used to docunent i nplenentation
and effectiveness of conpliance with | SO standards. (Retain in current files
area. Destroy 3 years after conpletion of action.) NI1-361-97.4

773 CONTRACT MANAGEMENT QUALITY. Relates to the inplenmentation of quality
assurance, specialized safety prograns and procedures, including the planning
and managenment of technical, quality assurance engi neering, and operationa
support prograns wthin Defense Contract Managenent activities.

773.10 Quality Assurance Program Eval uations. Process reviews, statistica

anal yses, trend anal yses, and related itens pertaining to contractor quality
progr amns.

773. 10A Routine. (Destroy after 2 years.) N1-361-91-14

773.10B Non-routine. (Destroy 2 years after conpletion of corrective action.)
N1- 361-91- 14

773.15 Contract Requirements and Briefs. Records reflecting quality

requi renents on specific contracts including contract briefs and requests for
speci al service and support. (Destroy 1 year after conpletion of contract.) NI-
361-91-14

773.16 Quality Assurance Contracts. Case files relating to individua
contracts. (Destroy 2 years after close of contract except:

(1) If a NASA contract, and NASA has prescribed a retention period of |onger
than 2 years, the retention period shall be as prescribed.

(2) If the Contract contains a warranty provision for a period greater than 2
years, the retention period shall be the warranty period

(3) If it can be determined that there will be or there is a good probability
that there will be litigation on the contract, the file shall be retained unti
resolution of the litigation and then destroyed.

NOTE: Copies of contracts and contract nodifications contained in the contract
file should be renpbved and destroyed within 90 days after the contract is cl osed
since these docunents are contained in the official contract file.) NCl-361-76-
16

773.20 Deficiency and I nprovenment Reporting. Corrective action requests,

conti nuous inprovenment opportunities, material review board actions, field
failure reports, custoner conplaints, related databases and simlar actions.
773. 20A Level I, Nuclear and Subsafe. (Destroy 3 years after conpletion of the
action or through the warranty period, whichever is later.) N1-361-91-14
773.20B Al others. (Destroy 2 years after conpletion of action.) NIl-361-91-14
773.25 Support Actions. Quality evaluations and reviews performed for contract
managenment functions and other activities such as source selection information
requests, post-award conferences, determ nations on necessity and economn cs of
repair of Government-furnished property, and simlar actions. (Destroy 2 years
after contract closure.) NI1-361-91-14

773.30 Lab Testing. Laboratory reports, certifications, and rel ated docunents
pertaining to destructive and non-destructive testing, and material analysis.



(Destroy after 2 years or when no | onger needed for reference, whichever is

| onger.) NI1-361-91-14

773. 35 Rei mbursabl e Labor. Records of |abor hours expended under arrangenents
for reinbursable contract managenent services such as NASA and foreign mlitary
sal es contracts. (Destroy 2 years after contract closure.) N1-361-91-14

773.40 Contractor Facility Assessnent and Surveillance. Ri sk assessnents,
records of specific contract surveillance requirenents, notes and other records
of day-to-day activities. (Destroy upon term nation or conpletion.) N1-361-91 14
773.45 Contractor M shaps. Contractor mshap investigations of DLA adni ni stered
contracts and rel ated docunments. (Destroy 6 years and 3 nonths after litigation
has cl osed or when no | onger needed for reference, whichever is later.) NIL-361-
91-14

773.50 Flight Operations. Documents pertaining to flying operations and flight
safety used in the nmanagenent and reporting of DLA mlitary flight operations,
manpower, training and safety. Includes manpower actions, correspondence, annua
flight operations and safety survey reports, policy letters, waiver
requests/approvals, quarterly flight operations reports, daily flight

aut horizations, and flight safety/m shap docunents. (Destroy after 3 years or
when no | onger needed for current operations, whichever is later. Destroy daily
flight authorizations after 1 year.) NCl1-361-93-2

773.55 Contractor Flight Operations. Case files pertaining to individua
contractor flight operations and flight safety progranms used in the managenent
and reporting of individual contractors flight operations, nmanpower, training,
and safety prograns. (Destroy after 3 years or when no | onger needed for current
operations, whichever is later. Destroy daily flight authorizations after 1
year.) N1-361-93-2

773. 60 Specialized Safety. Docunments regarding safety prograns related to
speci al i zed safety and aircraft ground safety. (Destroy after 6 years.) NCl-361-
81-13

773.65 Specialized Safety Surveys. Survey reports, requests for corrective
action, corrective action plans, followup surveys, and rel ated correspondence.
(Destroy 2 years after conpletion of required actions.) NCI1-361-81-13

773.70 Contractors Specialized Safety. Case files pertaining to individua
contractors specialized safety and aircraft ground safety. (Destroy after 3
years or when no |onger needed for current operations, whichever is later.) NCI1-
361-81-13

775 CONTRACTI NG QUALITY. Relates to the devel opnent and establishnent of
contract quality assurance requirenents, policies, progranms, and systens at DLA
supply centers.

775.10 Contractor and Governnent Entity Code (CAGE) Files. Item and contract

i nformati on, papers relating to purchases, specifications, waiver deviations,
letters of instruction, and requests for engineering support. Includes reports
relating to inspections, receiving, storage, quality control, test and |l ab
results, and related materials used to eval uate adequacy of technica

requi renents, product conformance, inspection and test results; participate in

i nspections, pre-award and post-award conferences; issue letters of instruction
and provide technical guidance; resolve quality problens; evaluate requests for
wai vers and devi ati ons; and resol ve custoner/depot conplaints. (Destroy 6 years
and 3 nonths after final paynent.) NI1-361-91-14

775.15 Quality History Files. Docunents relating to an item type of item or
contractor pertaining to unsatisfactory itemquality, such as suspended purchase
requests, quality conplaints, evaluations, draw ngs, records of corrective or
foll owup actions and rel ated records. Excludes deficiency reports which have no
val ue for quality history purposes.

775.15A Itemfile. (Destroy 3 years after itemtransfer.) NI1-361-91-14



775.15B Contractor file. (Destroy 6 years and 3 nonths after final payment.) NI1-
361-91-14

775.20 Specification File. Specifications and codes, copies of purchase
requests, urgent data requests, CGovernnent/industry data exchange alerts,
requests for engineering/technical support, qualified product lists,
interrogation replies, variable inquiries, conversation records, correspondence
and notes used to review product specifications and reconmend i nprovenents.
(Destroy 1 year after specification is revised or cancelled.) NI1-361-91-14
775.25 Custoner Depot Conplaint System (CDCS) File. Conplaints, storage
reports, product quality deficiency reports, other reports of deficiency,
transportation di screpancies, audit reports, depot storage reports, and ot her
related items in the automated CDCS, used to control and track conplaints, and
gener ate aut onat ed nanagenent reports.

775. 25A Records relating to shipping. (Purge data base 2 years after problemis
cl osed out. Destroy nmicrofiche or tape when no | onger needed for current

busi ness.) GRS 23, Item 8

775.25B O her records. (Purge data base 5 years after problemis closed out.
Destroy mcrofiche or tape when no | onger needed for current business.) GRS 23,
Item 8

775. 30 Inspection, Test, and Sanmpling Plans. Inspection checklists, sanpling

pl ans, test plans, and waivers for testing used to inplenment and devel op Quality
Assurance Provisions (QAP) for input to contracts and to determ ne type of
contract quality, inspection, testing, calibration, shelf life, and bid sanple
requi renents. (Destroy 2 years after contract closure.) NI1-361-91-14

775.35 Verification Testing. Requests for verification testing, funding
docunents, test plans, material release orders, conputer tracking docunments,
coordi nati ons, conplaints docunentation, and other backup materials used to
justify and arrange verification testing. (Destroy 2 years after contract

cl osure.) N1-361-91-14

775.40 Lab Testing. Backup materials for |lab results such as conplaints used to
identify needs for |aboratory testing and subsequent requests for |ab testing.
(Destroy 2 years after contract closure.) N1-361-91-14

775.45 Storage Standards. Basic text, changes and backup material used to
devel op and update quality assurance storage standards for depot quality control
progranms. (Retain current and previous issue of standards, changes, and backup
material in current file area. Destroy when superseded.) NI1-361-91-14

775.50 Cost Managenment. Conparative narratives, costs of quality by account
code, office, division, etc., and related statistical data and correspondence
used to devel op and maintain cost of quality information for DLA-managed itens.
(Destroy after 2 years.) N1-361-91-14

775.55 Statistical Technique History File. Statistical technique fornulation
data, staff nenos, and rel ated background materials and correspondence used to
devel op statistical techniques for application in contracts, commercial activity
docunents, measurements, evaluations, and storage standards. (Destroy after 3
years or when litigation has been cl osed, whichever is later.) NI1-361-91-14
775.60 Substitute/Counterfeit Material Investigations. Requests for

i nspections, allegations, inspection reports, neeting m nutes and rel at ed
correspondence used to investigate and report on unauthorized
substitute/counterfeit materials. (Destroy 6 years after case is closed.) NI1-
361-91-14

775.65 DLA Quality Audit File. [Inspection reports, data input forms and ot her
materials used to devel op and inplenent internally unique operational procedures
and provide technical guidance for the specific acconplishnment of the DLA
Quality Audit mssion. (Destroy when no | onger needed for reference.) N1-361-91-
14



777 DEPOT QUALITY. Relates to the adm nistration of progranms for the
performance and reporting of product quality audits and special inspection of
DLA- managed itens stored at DLA storage activities.

777.10 Technical Data Files. Specifications, standards, draw ngs, and blueprints
of DLA-nmanaged itens used to support technical inspection of a product. (Destroy
when no | onger needed.) NI1-361-91-14

777.15 National Stock Number (NSN) Audit Files. Contract copies, supporting
techni cal data, requests for testing, findings, product verification records,
correspondence and simlar records relating to audited products. (Destroy after
1 year.) N1-361-91-14

777.20 Calibration Files. Listings, printouts, correspondence, calibration
audit findings, and simlar records relating to calibration of inspection and
testing devices. (Destroy when equipnment is no longer in use.) NI1-361-91-14
777.25 Quality Audit Summaries. Data summaries, receipt inspection forns,
listings, and simlar records used to summarize nmonthly audit results. (Destroy
after 1 year.) NI1-361-91-14

777.30 Quality Control Schedules. Reports, listings, printouts, and simlar
records used to select and schedul e locations for audit and statistica

anal ysis. (Destroy after 1 year.) N1-361-91-14

777.35 Functional Quality Audit Files. Listings, printouts, sanple data,
observation records, correspondence, report and recommendations, and simlar
records accunul ated during performance of audit. (Destroy after 1 year.) N1-361-
91-14

777.40 Special Quality Audit Files. Correspondence, nessages, action plan
sanpl e data, observation records, report and recommendati on, and simlar records
accunul ated during performance of unschedul ed (special) audits. (Destroy after 3
years.) NI1-361-91-14

777.45 Quality Audit Discrepancy Files. Conversation records, discrepancy
reports, investigation forms, printouts, correspondence, investigation results,
and simlar records relating to customer conplaint investigations. (Destroy
after 1 year.) NI1-361-91-14

777.50 Quality Audit Followup Files. Records relating to audit/verification of
corrective actions taken to correct deficiencies. (Destroy after 3 years.) NI1-
361-91-14

777.55 Problem Resol ution Files. Correspondence, nessages, copies of custoner
conplaints, reports of litigation visit and corrective action taken, and sinlar
records relating to contractor visits to upgrade or resolve problens with
materiel under litigation. (Destroy after 3 years.) N1-361-91-14

777.60 Quality Data Evaluation Charts. Pareto charts, graphs, and simlar
statistical tools used to display data relating to the perfornmance of various
quality audit functions. (Destroy after next update, or when no | onger needed
for reference.) NI1-361-91-14

777.65 Quality Audit Support. Records relating to educational support to
operational areas. Includes records such as training materials, booklets,
checklists (functional), standard operating procedures, flow charts, viewgraphs,
and rel ated backup materials used to inprove functional area effectiveness.
(Destroy when no | onger needed.) NI1-361-91-14

CONTRACTI NG AND PRCDUCTI ON

810 CONTRACTI NG AND PRODUCTI ON. Relates to providing contracting and production
support for all supplies and services for central acquisition; support of DLA
DoD, and civil agencies as defined in Interservice Support Agreenents; and | oca
pur chase support.

810. 01 Contracting and Production Program Project Files. Docunents related to
the formul ati on, managenent, admi nistration and execution of individua
Contracting and Production prograns/projects such as program plans, studies and



anal yses, reports, letter guidance and direction, and rel ated docunents.
(Destroy 2 years after term nation of programeffort, or when no | onger

requi red, whichever is sooner.) N1-361-91-04

810. 02 Contracting and Production Correspondence Files. Docunents providing
general direction, staff guidance and reporting in the managenent and

adm ni stration of Contracting and Production matters including interpretations
and decisions on applicability, requests for waivers and exceptions, data calls
and periodic reporting, and simlar docunents not covered el sewhere.

810. 02A HQ DLA. (Destroy after 2 years.) NI1-361-91-04

810.02B O her activities. (Destroy after 1 year.) NI1-361-91-04

811 CONTRACTI NG PREAWARD. Relates to contracting planning and purchasing for

all items assigned for contracting, including single departnent acquisition
items and installation support; inplements Small and D sadvant aged Busi ness,
Economic Utilization, and other prograns.

811. 25 Debarred, Suspended, and Ineligible Contractors. Lists of debarred
contractors used as a preventive neasure against the solicitation or acceptance
of offers fromcontractors that have been debarred fromreceiving Governnent
contracts. (Destroy when superseded.) NI1-361-91-04

811.50 Contract Files. [See note after item 811.50D.] Contract, requisition
purchase order, |ease, and bond and surety records, including correspondence and
rel ated papers pertaining to award, adm nistration, receipt, inspection and
paynment (other than those covered el sewhere). [See note after item

811. 50A(2) (b).]

811. 50A Procurenent or purchase organi zation copy, and rel ated papers.

811. 50A(1) Transaction dated on or after July 3, 1995 (the effective date of the
Federal Acquisition Regulations (FAR) rule defining "sinplified acquisition

t hreshol d").

811. 50A(1) (a) Transactions that exceed the sinplified acquisition threshold and
all construction contracts exceedi ng $2,000. (Destroy 6 years and 3 nonths after
final paynent.) GRS 3, Item 3a(1)(a)

811. 50A(1) (b) Transactions at or below the sinplified acquisition threshold and
all construction contracts at or bel ow $2,000. (Destroy 3 years after fina
paynment.) GRS 3, Item 3a(1)(b)

811. 50A(2) Transactions dated earlier than July 3, 1995.

811. 50A(2) (a) Transactions that utilize other than small purchase procedures and
all construction contracts exceedi ng $2,000. (Destroy 6 years and 3 nonths after
final paynent.) GRS 3, Item 3a(2)(a)

811. 50A(2) (b) Transactions that utilize small purchase procedures and al
construction contracts under $2,000. (Destroy 3 years after final paynent.)

[ NOTE: G ven the conplexities of the rules on procurenent, agencies should

i nvol ve procurenent officials when deciding which of the sub-itens to apply to a
particul ar series of records.] GRS 3, Item 3a(2)(b)

811.50B nligation copy. Destroy when funds are obligated. GRS 3, Item 3b

811. 50C Ot her copies of records described above used by conponent el enents of a
procurenent office for adm nistrative purposes. (Destroy upon termn nation or
conpletion.) GRS 3, Item 3c

811.50D Data Submitted to the Federal Procurenment Data System (FPDS). El ectronic
data file maintained by fiscal year, containing unclassified records of al
procurenents, other than small purchases, and consisting of information required
under 48 CFR 4.601 for transfer to the FPDS. (Destroy or delete when 5 years
old.) GRS 3, Item 3d

811. 50E FM5 Contracts. (Destroy 10 years after final paynent.) NI1-361-99-1

811. 50F El ectronic version of records created by electronic mail, word
processing, and other office automation applications, such as spreadsheet and
presentation applications. (Delete when the file copy is generated or when no

| onger needed for reference or updating, whichever is later.) N1-361-99-1



NOTE: Uni que procurenent files are not covered by this records series. Wth the
st andardi zati on of the CGovernnent-w de procurenment process under the FAR such
records are unlikely to exist. However, if an activity believes that a
procurenent file that has long-termresearch val ue, contact the DLA Records
Manager to request a change to this records schedul e.

811.75 Contract Snapshot Reports. Conputer generated reports that provide a
snapshot of a particular week in the execution of a contract, used as a
managenment tool in determning the progress of a contract. (Destroy upon

term nation or conpletion.) GRS 20, Item3 and GRS 3, Item 3

812 CONTRACTI NG ANALYSIS. Relates to the devel opnent, nonitoring, coordination
and publication of inplenmenting policies and prograns. |ncludes analysis and

est abl i shnent of overall policies and activities including ADP systens support
needs.

812. 10 Policies, Procedures, Plans and Prograns. Legislative initiatives,
protests, conplaint letters, basis for change, investigations and anal yzes,
exenption/devi ati on requests, inplenenting guidance, and rel ated backup

mat eri al s and correspondence used to standardi ze contract cl auses, and assess

i npact of legislation, for the ultimte devel opnment, eval uation, and publication
of policies, procedures, plans, and prograns. (Destroy when superseded,

obsol ete, or no |l onger needed.) NI1-361-91-04

812. 30 Informati on Requests. Copies of requests for information from
contractors, cover letters, responses to requests and rel ated backup dat a.
(Destroy 2 years after date of request.) NI1-361-91-04

812.50 Inquiries and Reviews. Copies of Acquisition Managenent reviews;
suppliers protests; Hotline, Fraud, Waste and Abuse and simlar reviews and
audits, related anal yses, responses and backup materials used to foll owup on
actions required as a result of the review or audit. (Destroy when superseded or
no | onger needed for reference.) NI1-361-91-04

812. 70 Del egati ons of Authority/Warrants. Lists, correspondence and rel ated
backup materials used to i ssue buying authority and inpose limts to that
authority. (Destroy when superseded or when authority has expired.) N1-361-91-04
812. 90 Enmergency Procurenent Plan. Copies of Basic Emergency Plans and
nmobi |l i zation plans from DLA and field activities. Includes comunication
records, messages, docunent transmittal forms and correspondence generated as a
result of participation in special exercises. (Destroy when obsol ete,

super seded, or no |onger needed.) NI1-361-91-04

813 SOURCE DEVELCOPMENT. Relates to the managenent of conpetition initiatives
and efforts, providing operational control and coordi nati on support for
enhanci ng conpetition, establishment and nanagenment of conpetition goals.

813. 30 National Stock Number (NSN) Files. Source requirenent lists, data on
procurenent and pricing, contractor product qualification correspondence, item
gueries, records of significant contract events, evaluations of conpetition

achi evenent reports, reconmendations for contract awards, lists and reports of
awards, incentive award nom nati ons and approval s, performance recognition data
sheets, industry correspondence, acquisition plan review sheets and rel at ed
printouts, market surveys and research to devel op sources, communication
records, formletters, and correspondence used to establish conpetition
initiatives, search and | ocate new sources of selected itens, consider proposed
nonconpetitive procurenment actions and future conpetition screening, nonitor and
publicize incentive prograns for increasing conpetition. (Destroy when itemis
obsol ete, item purchases have ceased, or when no | onger needed.) NI1-361-91-04
813. 60 Unsolicited Proposals. Unsolicited offers and proposals fromindustry and
rel ated correspondence used to coordinate unsolicited proposals. (Destroy 1 year
after date of award or final payment, whichever is later.) GRS 3, Item5



814 PRICING Relates to providing analysis and other technical advice on cost,
price and financial matters.

814. 10 Pricing Managenment. Documents relating to the overall admnistration of
pricing functions. (Destroy 6 years after supersession or obsol escence.) N1-361-
91-04

814.20 Pricing and Finance Policy and Progranms. Docunents relating to the

i npl enentation of pricing policies and related regul ations and i nstructions, and
t he conduct and reporting of pricing prograns. (Destroy 6 years after

super sessi on or obsol escence.) N1-361-91-04

814.30 Pricing Registers. Registers maintained to record and control the
assignment of pre-award price anal ysis requests, post-award overpricing reviews,
voluntary refund efforts, contract audit followup, and other reviews and

assi stance provided by pricing. (Destroy 6 years after final entries are nmade on
all procurenment actions entered for a fiscal year.) N1-361-91-04

814.50 Contractor Pricing General. Contractor catalogs, price lists, financial
statenments, correspondence and other pricing and financial information and
reports of externally and internally performed reviews, along with al

supporting docunments, relevant to the estimating, pricing, accounting, billing
and financial policies, procedures, practices, and capability/status of specific
contractors. (Destroy after 5 years, except docunents associated with
controversial matters or which establish an historical pricing data bank
Excepted records shall be retained beyond the aforenentioned period until their
pur pose has been served and then destroyed.) N1-361-91-04

814.70 Price/ Cost Analysis. Correspondence, reports, and all supporting
docunents of price/cost analyses in support of a specific contract action

i ncluding pre-award pricing, contract re-pricing, termnations, etc. (Destroy
after 9 years if the resulting contract action is subject to price reduction due
to defective cost or pricing data, catal og data, etc; otherw se, destroy after 4
years; except that docunents associated with controversial matters shall be
retai ned beyond the aforenentioned period until their purpose has been served
and then destroyed.) N1-361-91-04

814. 90 Post-award Overpricing. Correspondence, reports, and all supporting
docunents of post-award reviews of potential overpricing and re-coupnment actions
with an award or group of awards involving a specific National Stock Numbered
itemor group of itens. (Destroy after 8 years if related to reviews of itens
that achieved high visibility, (e.g., via a newspaper article or public
hearing); otherw se, destroy after 4 years; except that docunents associ ated
with controversial matters shall be retai ned beyond the aforenenti oned period
until their purpose has been served and then destroyed). NI1-361-91-04

815 OPERATIONS. Relates to the provision of centralized, specialized
contracting support services.

815. 20 Support Services. Bidders lists, contract bids, commodity |istings,
mailing lists, solicitations and offers, contract anendnments, no bid responses,
|ate bids, notices of late receipt, mailing list applications, mailing |ist
renoval requests, formletters, and rel ated correspondence and docunentation
used for the preparation of abstracts, conducting bid openings, and classifying
bi dder capabilities. (Destroy when superseded, obsolete, or no |onger needed.)
N1- 361-91- 04

815. 40 ADP Control. Copies of purchase requests, purchase orders,

nodi fications, contracts, production progress reports, delay in delivery

noti ces, and | arge purchase award worksheets used to input data to an automated
system and provide a reference for input error identification and correction
(Destroy after 2 years.) N1-361-91-04

815. 60 Award Rejects. Conputer printouts used to identify post-award rejects,
val i dat e shi pnent receipts and expenditure violations. (Destroy after buyer
corrects discrepancy.) GRS 20, Item3 and GRS 3, Item3



815.80 Acquisition History File. Copies of solicitations, abstracts and cards
used to review acqui sition assignnents and report infringenments that cannot be
resol ved. (Destroy when no | onger needed.) NI1-361-91-04

817 PRODUCTI ON. Relates to manufacturing engi neering research, production
managenent, industrial preparedness, and industrial resource managenent support
to the contracting and production program

817. 10 Manuf acturing Engi neeri ng Research. Documents concerni ng nmanufacturing
technol ogy prograns, industrial nodernization incentives prograns, and planning,
progranmm ng, and budgeting actions consistent with the needs of the various
devel opnent al projects. (Destroy when superseded, obsolete, or no |onger
needed.) N1-361-91-04

817. 20 Producti on Managenent. Docunents relating to acquisition plans, econonic
producti on runs, econom ¢ buys, production lead tinmes, industry capacity,
contracting data packages, pre-award surveys, technical guidance on production
matters, contractor performance, val ue engineering/analysis, other production
cost reduction prograns, and planning, programr ng, and budgeting actions
consistent with the needs of production managenent. (Destroy when superseded,
obsol ete, or no | onger needed.) NI1-361-91-04

817. 30 Contractor Performance. Contract performance, delinquency and

di screpancy reports used for pre-award review and to eval uate contractor
performance and provide informati on and reconmendati ons on contractor
performance. (Destroy after 1 year.) N1-361-91-04

817.40 Industrial Preparedness. Docunents relating to energency/ nobilization
requi renents, industry capacity/capability, nobilization production planning
schedul es, industry inpact and conversion capability, nobilization |lead tines,
supporting the peacetine contracting m ssion, renedial actions to resolve
deficiencies, production base anal ysis devel opnent, industrial plant equiprent
and tooling requirenments, and planning, progranm ng, and budgeting actions
consistent with the needs of industrial managenent. (Destroy when superseded,
obsol ete, or no | onger needed.) NI1-361-91-04

817.50 Mobilization Planning. Docunents relating to DLA nobilization plans (BEP
and FABEP) to include correspondence relating to DLA energency support plans,
staffing, and mission requirenents. (Destroy when superseded, obsolete, or no

| onger needed.) N1-361-91-04

817.70 Contract Locator. Contract |ocator cards, registers, data sheets, and
summary listings used to track the location of contract files. (Destroy when
rel ated contract file is destroyed.) N1-361-91-04

818 CONTRACT REVIEW Relates to the assurance of high quality contracting
actions during all phases of the contracting process.

818. 10 Contract Eval uations. Proposed awards and acquisition plans, copies of
acqui sition plan eval uations, proposed award/ post-award checklists, computer
reports of errors and i nadequacies used to propose purchase actions, review
acqui sition plans, review and recommend awards of proposed contracts or
recommend renedi al buyer training, evaluate requests for waivers, process
requests for letter contracts, conduct pre-solicitation reviews, uniformy apply
contracting directives and | aws, choose opti mum net hods of contracting, resolve
contracting problems, ensure contracting data is adequate and ensure applicable
cl earances have been obtained. (Destroy 3 years after contract is awarded or
when issue is no |longer significant, whichever is later.) N1-361-91-04

818. 20 Cancel ed Procurenment Requests (RFP/IFB Issued). Docunents relating to
proposed procurenent actions which are canceled after issuance of invitations
for bids (I1FB) or requests for proposals (RFP) because of cancellation of the
requi renent or other factors causing the contracting officer to determ ne that
an award will not be nmade. (Destroy 5 years after cancellation.) N1-361-91-04



818. 30 Evaluation History File. Registers, |logs, and checklists used for future
contract evaluation anal yses. (Destroy after 5 years.) N1-361-91-04

818.50 Contracting Policy Studies. Copies of contracting policy studies and
anal yses, notes, newspaper and maegazine articles, contract presentations and
rel ated materials used to study, evaluate, and conparatively anal yze the
application of contracting policies as applied to individual contracts and to
devel op reconmendati ons for revision of procedures and met hods to enhance

acqui sitions and support. (Destroy when no | onger needed or when issue is no

| onger significant, whichever is sooner.) N1-361-91-04

818. 70 Contract Announcenents. Contract announcenent forns, correspondence, and
rel ated docunentation used to announce contracts of $5 nmillion and over.
(Destroy when related contract file is destroyed.) N1-361-91-04

818.90 Internal Control Processes. Annual certifications, managenent control

pl ans, risk assessnent schedul es, vulnerability assessnents, test results,
instructional material, special study results, audit reports, and rel ated
correspondence, forms and checklists used to review, test and eval uate the

ef fecti veness of the internal control processes and administrative/technica
controls to prevent fraud, waste, abuse, and m snanagenent in contracting.
(Destroy after 10 years or when no | onger needed, whichever is sooner.) N1-361-
91- 04

819 ENERGY MARKET RESEARCH. Relates to the review and anal yses of energy narket
conditions in support of decisions pertaining to the managenent of nmjor energy
product s/ cat egori es.

819. 10 Energy Market Research Files. Studies, reports, econom c price

adj ustments (EPAs), price escalation references, correspondence, nenoranduns,
recomendat i ons, responses to conplaints, reviews, analyses (production, market
sal es data, price, trends in market conditions), and simlar records pertaining
to the managenent of energy products. (Destroy after 10 years.) N1-361-93-4

CONTRACT MANAGEMENT

830 CONTRACT MANAGEMENT. Relates to the directing and acconplishnment of
responsibilities in the adm nistration of contracts including: contract

adm ni stration, evaluation and negotiation; cost/price and financial analysis,
producti on surveillance; property managenent; transportation and packagi ng,
conpetition advocacy; and other functions as assigned.

830. 01 Contract Managenent Prograni Project Files. Docunments related to the
formul ati on, managenent, adm nistration and execution of individual Contract
Managenent prograns/ projects such as program pl ans, studi es and anal yses,
reports, letter guidance and direction, and rel ated docunents. (Destroy 2 years
after termnation of programeffort, or when no |onger required, whichever is
sooner.) NI1-361-91-13

830. 02 Contract Managenent Correspondence Files. Docunments providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Contract Managenent matters including interpretations and deci sions on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar documents not covered el sewhere.

830. 02A HQ DLA. (Destroy after 2 years.) NI1-361-91-13

830.02B O her activities. (Destroy after 1 year.) NI1-361-91-13

831 CONTRACT OPERATIONS. Relates to the providing of technical guidance and
exerci se of staff supervision over the inplementation of contract

adm ni stration, evaluation and negoti ati on; devel opnent and coordi nati on of
policies, procedures, plans, and prograns; providing |eadership and

adm ni stering periodic reviews of contract nanagenent functions.



831. 01 Defense Acquisition Regulatory Case Files. Case files used for discussion
at Defense Acquisition Regulatory (DAR) Council neetings. Includes reports,
letters, menoranduns, clauses, proposed |anguage, agendas and taski ngs which
constitute the history of procurenent regul ations, the Federal Acquisition
Regul ati on (FAR), and the Defense FAR Suppl enent.

831. 01A HQ DLA Deputy Director (Acquisition). (Permanent. Transfer to the

Nati onal Archives in 5-year bl ocks when 30 years old.) NCl-361-76-13

831. 01B O her offices. (Destroy when superseded, obsolete, or no | onger needed
for reference.) NCI1-361-76-13

831.05 Contracts. [See note after item 831.05D.] Individual and subcontract case
files accurmul ated fromthe adm nistration of individual contracts and consisting
of contract, requisition, purchase order, |ease, and bond and surety records,

i ncl udi ng correspondence and rel ated papers pertaining to award, adm nistration
recei pt, inspection and paynent (other than those covered el sewhere). [See note
after item 831.05A(2)(b).]

831. 05A Procurenent or purchase organi zation copy, and rel ated papers.

831. 05A(1) Transaction dated on or after July 3, 1995 (the effective date of the
Federal Acquisition Regulations (FAR) rule defining "sinplified acquisition

t hreshol d").

831. 05A(1) (a) Transactions that exceed the sinplified acquisition threshold and
all construction contracts exceedi ng $2,000. (Destroy 6 years and 3 nonths after
final paynent.) GRS 3, Item 3a(1)(a)

831. 05A(1) (b) Transactions at or below the sinplified acquisition threshold and
all construction contracts at or bel ow $2,000. (Destroy 3 years after fina
paynment.) GRS 3, Item 3a(1)(b)

831. 05A(2) Transactions dated earlier than July 3, 1995.

831. 05A(2) (a) Transactions that utilize other than small purchase procedures and
all construction contracts exceedi ng $2,000. (Destroy 6 years and 3 nonths after
final paynent.) GRS 3, Item 3a(2)(a)

831. 05A(2) (b) Transactions that utilize small purchase procedures and al
construction contracts under $2,000. (Destroy 3 years after final paynent.)

[ NOTE: G ven the conplexities of the rules on procurenent, agencies should

i nvol ve procurenent officials when deciding which of the sub-itens to apply to a
particul ar series of records.] GRS 3, Item 3a(2)(b)

831. 05B nligation copy. (Destroy when funds are obligated). GRS 3, Item 3b

831. 05C Ot her copies of records descri bed above used by conponent el enents of a
procurenent office for adm nistrative purposes. (Destroy upon termn nation or
conpletion.) GRS 3, Item 3c

831. 05D Data Submitted to the Federal Procurenment Data System (FPDS). El ectronic
data file maintained by fiscal year, containing unclassified records of al
procurenents, other than small purchases, and consisting of information required
under 48 CFR 4.601 for transfer to the FPDS. (Destroy or delete when 5 years
old.) GRS 3, Item 3d

831. O5E FM5 Contracts. (Destroy 10 years after final paynent.) NI1-361-99-1

831. O5F El ectronic version of records created by electronic mail, word
processing, and other office automation applications, such as spreadsheet and
presentation applications. (Delete when the file copy is generated or when no

| onger needed for reference or updating, whichever is later.) N1-361-99-1

NOTE: Uni que procurenent files are not covered by this records series. Wth the
standardi zati on of the CGovernnent-w de procuremnment process under the FAR such
records are unlikely to exist. However, if an activity believes that a
procurenent file that has long-termresearch val ue, contact the DLA Records
Manager to request a change to this records schedul e.

831.05 Contracts. Individual and subcontract case files accunul ated fromthe

adm ni stration of individual contracts and consisting of purchase orders,
contracts, comparable instrunents, and ot her docunentation, as applicable, as
requi red by FAR



831. 05A Part A Contracts. (Upon conpletion of contract, place in appropriate
closed file depending on dollar value. Cutoff closed files at annual or nore
frequent intervals, hold a conparable period, and unless eligible for inmediate
di sposal, retire for ultinmate disposal as indicated:

831. 05A(1) Transactions of nore than $25,6000. (Destroy 6 years and 3 nonths
after final paynent.) NI1-361-91-13

831. 05A(2) Transactions of $25,000 or less. (Destroy 3 years after fina
payment.) NI1-361-91-13

831.05B Part B Contracts. (Destroy when conpleted and finally paid.) Nl-361-91-
13

831. 10 Cost Accounting. Federal Acquisition Regulation (FAR) and Adm nistrative
Contracting O ficer (ACO Cost Accounting Standards (CAS), audit reports and
findings, pricing reviews, contractor disclosure statenments and revi sion
requests, adequacy/i nadequacy determination |letters, nonconpliance deci sions,
negoti ati on nmenor anduns, correspondence with contractors relating to cost

i npacts and proposals used for research and review in the adm nistration of cost
accounting standards and conpliance. (Destroy when superseded, obsolete, or no
| onger needed for reference, whichever is sooner.) NI1-361-91-13

831. 15 Contractor Accounting System Revi ew Records. DCAA approved/ di sapproved
systenms reports, pricing reviews, technical reviews, ACO disapproval letters,
contractor correction notifications, revised DCAA reports, and related records
used to monitor contractor accounting systenms. (Destroy after 3 years.) NL1-361-
91-13

831. 20 Debarnent and Suspension Files. Docunents pertaining to contractor
performance, correspondence, debarment recomendation letters, meeting mnutes,
notifications to buying activities, contractor rebuttals, debarment notification
letters, Contractor Inprovenment Program (CIP) letters, and simlar records
related to contractor nonperformance issues. (Destroy 2 years after

debar ment / suspension action lifted.) NIL-361-91-13

831.25 Admi nistrative Contracting Oficer Appointnent Files. Docunents
pertaining to the warranting of Contract Oficers. (Destroy 3 years after

term nati on of appointnent.) NI1-361-91-13

831. 30 Contractor Disclosure Statements. Cost accounting standards board

di scl osure statenents, revisions, ACO approval letters, and sinilar records
related to contractor disclosure of Cost Accounting Standards (CAS) practices.
(Destroy when superseded or no | onger needed.) NI1-361-91-13

831. 35 Contractor System Reviews. Correspondence, checklists, review findings,
ACO approval / di sapproval letters, related contractor correspondence, and simlar
records pertaining to review of contractor purchasing, insurance, pension
conpensation, Mterial Managenent Accounting Systenms (MVAS), and estinating
system procedures used to determ ne contractor CAS conpliance. (Destroy 3 years
after subsequent review conpleted.) N1-361-91-13

831. 40 Contractor Overhead Rate Files. Overhead rate proposals, DCAA audit
reports, pricing reviews, conversation records, pre-negotiation objectives,
negoti ati ons, correspondence, price negotiation nmenoranda, and rel ated records.
(Destroy when replaced by current rate file.) NI1-361-91-13

831. 45 Contractor Master Subcontracting Plan. Review announcenent letters, forns
cont ai ni ng subcontracting plans, review findings, ACO approval/ disapproval
letters, and related records used to nmonitor subcontracting matters. (Destroy
after 2 years.) N1-361-91-13

831.50 Consent to Subcontract Files. Subcontract information docunents, review
recomendat i ons, ACO approval letter, and rel ated docunents used to ensure
contractor conpliance with subcontractor selection procedures. (Transfer
contents of file to prinme contract when closed.) NI1-361-91-13

831. 55 Advance Agreenent Files. Requests for interpretation of allowed costs on
cost reinbursable contracts, docunentation of agreenent to allow costs, and

rel ated records pertaining to negotiations for treatnent of costs. (Destroy 1



year after final overhead rates are settled pertaining to those years covered by
t he advance agreenent.) NI1-361-91-13

831. 60 Novation Files. Novation requests, notarized copy of nane change,
correspondence, nodification listing contracts affected, and related records
pertaining to contractor nanme changes. (Destroy 1 year after novated contracts
are cl osed.) N1-361-91-13

831. 65 Forward Price Rate Agreement (FPRA) Files. Proposals, reviews,
negoti ati ons, contractor reports, cost nonitor reports, tracking reports, and
rel ated records pertaining to predeterm nation of contract rates. (Destroy 6
years and 3 nonths after final paynent.) NI1-361-91-13

832 CONTRACT PROPERTY MANAGEMENT. Relates to the managenent, control, and

di sposition of Governnment property in the possession of contractors.

832. 20 Contract Requirenments and Obligations. Copies of financial reports

provi ded by contractors reflecting Governnent property in their possession, and
copi es of contract closeout docunments. (Destroy 3 years after contract

cl oseout.) NI1-361-91-13

832. 40 Contractor Property Managenent. Surveys of contractors used to eval uate,
approve, or effect renmedial action of contractors CGovernnent property managenent
systens. (Destroy after 3 years.) NI1-361-91-13

832. 60 Property Control Systens. Summaries of systens condition used to conclude
all actions required to correct unsatisfactory property control systens.
(Destroy after 3 years.) NI1-361-91-13

832. 80 Inventory Disposition Procedures. Inventory disposition procedures and
rel ated correspondence used to approve, direct, and eval uate the adequacy of
contractors procedures and systens for effecting the disposition of Government
property inventories. (Destroy when superseded, obsolete or no | onger needed,
whi chever is sooner.) N1-361-91-13

832.82 Plant Clearance Files. Notices of acceptance of inventory schedul es,

i nventory verification surveys for contractor inventory/termnation inventory,
reports of excess personal property, plant clearance case summary forns,
contractor inventory schedul es, requisition and invoice/shi pping docunents,
scrap warranties, correspondence, and rel ated docunents used to di spose of
CGovernment property in the possession of contractors. (Wen closed, transfer
contents of file to ACOfor inclusion in contract file.) N1-361-93-5

832.84 Plant C earance Registers. Registers maintained on electronic nedia
reflecting the assignment of plant clearance case nunbers to plant clearance
cases and used for cross reference to related contracts. (Delete 6 years after
close of related contracts.) GRS 23, Item$8

833 FINANCI AL SERVICES. Relates to the inplenmentation of cost price and
financial analysis, and contractor systemreviews.

833. 10 Price/ Cost Analysis Case Files. Requests for price/cost analysis; pre-
anal ysi s assignnent sheets; case file indexes; pricing checklists; requests for
audit, technical or other assistance; intrinsic value review statenents;
contractor proposals; price analysis and audit reports; pre-analysis reviews;
TACPs; contractor information; correspondence; work papers and rel ated
docunent ati on used to perform price/cost anal yses of contractor proposals;

i npl enent cost nonitoring prograns; analyze contractor requests for progress
payments; conduct anal yses of funding reports; performreviews and eval uations
of subcontracts and purchase orders; and to deternine the inpacts of contract
costs, prices of overhead, allowability of costs, financial systems, cost
accounting standards, advance agreenents and simlar itens. (Destroy after 4
years.) NI1-361-91-13

833. 20 Contractor Financial Capability. Financial statenents, reports, card
files, correspondence with banks, and rel ated docunentati on used to perform
financial anal yses of contractors financial capabilities on pre-award surveys,



and to maintain surveillance of contractors financial condition during contract
performance. (Destroy when contractor is no |onger under DLA cogni zance.) NI1-
361-91-13

833. 30 Estimating Systens Review File. Review requests, engineering reports,
DCAA revi ew schedul e, neeting mnutes, DCAA technical assistance request, fina
report, case disposition correspondence, and sinmilar records related to
performance of contractor estimating systemreviews. (Destroy after 9 years.)
N1-361-91-13

833.40 Overhead Activity. Review requests, contractor cost subm ssions, rate

i nformation, tracking data, price/cost analysis reports, audit, technical and
overhead status reports, FPRA/FPRRs and fornula pricing reviews, advance
agreenments, final overhead settlenents, |ndependent Research & Devel opnent and
Bid & Proposal, and simlar records related to performance of contractor
indirect cost reviews. (Destroy after 4 years.) N1-361-91-13

833.50 Cost Monitoring Activity. Cost nmonitoring plans, quarterly, annual and
functional review reports, should cost reviews, audit and technical assistance
reports on cost monitoring reviews, and simlar records used to nonitor costs at
specific contractor |ocations. (Destroy after 3 years.) N1-361-91-13

833. 60 Contractor Purchasing System Review (CPSR) Files. Review requests,
checkl i sts, correspondence, technical assistance requests, reports,
recomendat i ons, contractor responses, board of reviewinvitations, board

m nutes, technical responses, contractor corrective action plan, evaluations of
pl an, summary report, and simlar records accumul ated as a result of review ng
contractor purchasing systenms for conpliance. (Destroy after 3 years.) NI1-361-
91-13

833.70 CPSR Wrking Files. Spreadsheets, statistical reports, marketing
materials and other related backup materials used to prepare CPSR reports.
(Destroy after 3 years.) NI1-361-91-13

833. 80 Non- CPSR Speci al Studies. Study requests, conversation records,
correspondence related to study findings, contractor replies, and simlar
records pertaining to special studies of contractor practices. (Destroy after 3
years except nerge study with CPSR File if CPSR perfornmed later.) N1-361-91-13
833. 90 Contractor Insurance/Pension Reviews (CIPR). Review requests, data
recei ved fromcontractors and techni cal advisors, |nsurance Pension Speciali st
reports, ACO decision docunentation, and rel ated backup materials such as
spreadsheets, statistical reports, and technical data. (Destroy after 3 years.)
N1-361-91-13

834 | NDUSTRI AL SUPPORT. Relates to the inplenmentation of pre-award surveys
production surveillance and reporting, industrial resources and preparedness
pl anni ng, and industrial |abor relations.

834. 10 Mobilization/Industrial Planning File. Industrial preparedness
producti on pl anni ng schedul es; control registers; plant |oading records;
request, registration and survey forns; property records; code |istings;
correspondence with contractors; nenoranduns of understandi ng; production

pl anni ng schedul e contracts; and related schedules and lists used to inplenent
production policy and procedures relating to industrial resources and

pr epar edness progranms, negotiate nobilization production planning agreenents,
determ ne plant capacity available for nobilization needs and to react to
energency situations. (Destroy 2 years after end of planning year.) N1-361-91-13
834. 20 Production Surveillance Files. Contract abstracts, nodifications,
producti on contract analysis and surveillance plan, correspondence, shi pping
docunents, Quality Discrepancy Reports (QDRs), status requests, acceleration
requests, progress paynment records, and rel ated docunents pertaining to
production activities. (Destroy 1 year after conpletion of contract except
contracts in litigation, forward pertinent documents to assigned ACO ) NI1-361-
91-13



834. 25 Production Surveillance Requests and Status Reporting. Logs, status
requests, analyses and reports relating to abstract data corrections, contractor
progress paynents, acceleration, delivery and simlar areas used to perform
production surveillance, followup and Iiaison; conduct progress paynent

eval uations, overtinme anal yses, mscellaneous surveys, and to report on progress
and status. (Destroy after 2 years.) NI1-361-91-13

834. 30 Pre-award Surveys. Pre-award surveys, |ogs, copies of solicitations,
techni cal eval uations, production capability data, reports on quality, finance,
transportati on and packagi ng, property control, security, plant safety,

envi ronnent/energy, and related materials pertaining to pre-award surveys used
to direct and coordinate the pre-award program conduct the production aspects
of pre-award and rel ated surveys, track the progress of pre-award survey teans,
and respond to requests for information. (Destroy after 1 year.) N1-361-91-13
834. 40 Cost El enment Anal yses. Technical analyses and rel ated backup material s
produced as a result of conducting cost el enment anal yses of direct |abor hours
and materials on new contracts and nodifications. (Destroy after 1 year.) NI-
361-91-13

834.50 Contractor Performance. Monthly and annual contractor performance
reports used to evaluate and provide an annual history of contractor
performance. (Destroy after 1 year.) N1-361-91-13

834. 60 Industrial Plant Equi prent (IPE)/Q her Plant Equi pmrent (OPE) Requests
Contractor requests, Industrial Plant Representative (IPR) review and
recommendat i ons, Defense Industrial Plant Equi pnent Center (DI PEC) screenings,
and simlar records related to contractor requests for | PEfOPE. (Destroy after 5
years.) NI1-361-91-13

834.70 Priorities and Allocations. Contractor requests, |IPR review and
recomendati ons, and sim|ar docunents related to processing of requests for
speci al assistance for materials. (Destroy after 5 years.) N1-361-91-13

834.80 Utilization Surveys. Survey report, backup materials, random sanple
findings, rental audits, and simlar records related to utilization survey of
active Plant Equi prent Package (PEP) and Government-furni shed equi pnent to
ensure utilization limted to Governnent contract itenms. (Destroy after 5
years.) NI1-361-91-13

834. 90 Special Tooling Requests. Special tooling and test equi pnent request
forns, checklists, backup materials, reports, recomendations, and simlar
records related to contractor requests. (Destroy after 5 years or when no | onger
needed whi chever is later.) NI1-361-91-13

835 TRANSPORTATI ON AND PACKAG NG Relates to inplenentation of transportation,
traffic managenent, packaging, materials handling, and travel contract
managenent functions.

835. 10 Transportati on and Packagi ng Revi ews, Surveys and Anal yses. Cost

anal yses, Transportation Control Mvenent Docunents (TCMD s) approval alerts,
eval uati on worksheets, printouts, listings, routing guides, shipping data,
transportati on and performance information, contractor informtion and data,
copi es of Governnment Bills of Lading (GBLs), CGovernnent Transportation Requests
(GIRs), pre-award surveys, contractor packaging capability reviews, related
correspondence and backup materials used to review, analyze or survey contractor
information to determ ne contractor capabilities, physical distribution
patterns, nature and adequacy of transportation and packagi ng requirenents,
costs, ternms and conditions; to participate in pre-award surveys, post-award
conferences/orientations, contractor estimating nethods, contractor purchasing
systens, and should cost reviews; to service applications for GBLs, Comerci al
Bills of Lading (CBLs) and TCMDs, and to identify contractors requiring
orientation. (Destroy after 6 years.) GRS 9, Item 1c

835.15 Custons or Port of Entry Files. Docunments relating to entry and

adm ssion, free of duty charges, materiel procured abroad or returned from



abroad, including Consunption Entry Permt, Sunmary of Entered Val ue, Custom
Entry, or simlar customforns, related correspondence, and other docunents
pertaining to the entry of materiel through custons. (Destroy after 4 years.)
NN- 168- 94

835. 20 Issuance Control. Listings and printouts of GBLs, GIRs, and Mlitary
Airlift Command transportation authorizations (MIAs), contractor travel

aut horizations, |logs and notices of receipt used to control the issuance and use
of @GBLs, GIRs, and MIAs. (Destroy after 3 years.) NI1-361-91-13

835. 30 Tonnage Distribution. Listings, printouts and applications for GBLs used
to ensure proper distribution of tonnage to carriers. (Destroy after 3 years.)
N1-361-91-13

835.40 Contractor Coordination. Information on contractors, shipnment data,
nmotor freight classifications, related correspondence and backup material s used
to assure conpliance with common carrier tariff rules and regul ations, provide
freight classification, routing and rating technical information to contractors,
and to maintain |iaison and coordination with contractors and conmon carrier

of fices. (Destroy when superseded, obsolete or upon conpletion of contract.) NI1-
361-91-13

835. 50 Contractor Assistance. Cost estimates, technical cost proposal analyses,
trip reports, related correspondence and backup materials used to assi st
contractors and CGovernnent personnel in preservation, packagi ng, packing, and
marking matters pertaining to contract itenms, Defense industrial production

equi prent, and ot her CGovernnent-owned property; to review, approve and ensure
adequacy of contractor packing/materials handling functions, price and cost
proposal s, data, and design drawi ngs. (Destroy after 3 years.) N1-361-91-13

835. 60 Procedure A Contractor File. Letters of traffic managenent del egation
correspondence and information related to changes in traffic managenent
regul ati ons used to i nplenent Procedure A traffic managenent procedures and

eval uate contractor ability to performthose services. (Destroy when superseded,
obsol ete, or contractor no |longer required to provide Procedure A services.) NI-
361-91-13

835. 70 Hazardous/Protected Material Transportation. Docunents relating to
contracts for packagi ng, marking, and transportation of hazardous, sensitive, or
classified materials. (Destroy when superseded, obsolete, or no | onger needed
for reference.) NI1-361-91-13

836 TERM NATI ON SETTLEMENT. Relates to the settlenent of contracts term nated
for the conveni ence of the Governnent.

836.30 Termination Docket Files. Term nation file check list, term nation notice
and rel ated docunents, contract termnation status report, contract or cross-
reference sheet, Term nation Contracting O ficer (TCO del egations/revocations,
menor andum of initial and other conferences, contractor no-cost letter

m scel | aneous docunents (correspondence), prinme contractor's settl enent
proposal , partial paynment applications and rel ated docunents, audit reports,
technical reports, format-letter notification-excess funds, list and disposition
of subcontractors' clains not included in settlenment nmenorandun docunents
supporting subcontract settlenents, docunents pertaining to counterclains, set-
of fs, appeals, litigations, etc., subcontractor and contractor plant clearance
reports, settlenent nenorandum settlenment review board actions, settlenent
agreenent, anendnent, or unilateral determ nation, and notice to and or
concurrence of assignees, guarantor, and sureties accunul ated as a result of
contract term nations for the convenience of the Government. (Transfer to
responsi bl e ACO after case settled.) N1-361-91-13

836. 60 Subcontract Settlenents. Inventory schedul es, DCAA audit, TCO approval
letter, contract, amendnents, termnation notice, technical reports, copy of
negoti ati on summary, settlenment agreement, contract term nation proposal and

i nventory schedul e, inventory verification surveys, inventory disposal reports,



certificates of current cost and pricing data, and simlar records related to
CGover nment approval of contractor settlenments with subcontractors. (Transfer to
responsi ble ACO after prime contract settled.) N1-361-91-13

PROGRAM AND TECHNI CAL SUPPCRT ( PTS)

890 PROGRAM AND TECHNI CAL SUPPORT (PTS). Relates to surveillance of contractor
engi neeri ng and manufacturing systens and efforts, analysis of contractor
gener at ed engi neering and techni cal proposals and reports, and Contract

Admi ni stration Services support to Mlitary Services and non-DoD program
managers support for weapon systens and other critical Government acquisitions.
This section does not apply to docunentation appropriate for retention under FAR
Subpart 4.8 - Contract Files.

890. 01 Program and Techni cal Support Program Project Files. Docunents related
to the formul ati on, managenent, adm nistration and execution of individua
Program and Techni cal Support prograns such as program pl ans, studies and

anal yses, reports, letter guidance and direction, and rel ated docunents.
(Destroy 2 years after term nation of programeffort, or when no | onger

requi red, whichever is sooner.) N1-361-91-06

890. 02 Program and Techni cal Support Correspondence Files. Docunents providing
general direction, staff guidance and reporting in the managenent and

adm ni stration of Program and Techni cal Support matters including
interpretati ons and deci sions on applicability, requests for waivers and
exceptions, data calls and periodic reporting, and simlar docunments not covered
el sewhere.

890. 02A HQ DLA. (Destroy after 2 years.) NI1-361-91-06

890.02B Ot her activities. (Destroy after 1 year.) N1-361-91-06

890. 15 Program Managed Contracts Menoranduns of Agreenent. Copies of negotiated
Menor anduns of Agreenent with Program Managenent O fices (PMD, docunents
related to PMO technical representatives and Integrated Logi stics Support
activities. (Destroy when superseded, obsolete, or no | onger needed.) N1-361-91-
06

890. 20 Cost/ Schedul e Control Systens. Cost/schedul e control systemreviews,
subsequent application reviews, and retained copies of cost performance reports
and cost/schedul e status reports subnmtted to adm nistrative contracting
offices. (Destroy 1 year after programtermnation, or conpletion of contract.)
N1-361-91- 06

890. 25 Industrial Modernization Incentive Program Studies, designs, working
agreements, contractual requirenments, inplenentation docunments, and rel ated
items on CGovernnent-contractor plant nodernization. (Destroy on termnation of
facility cogni zance.) N1-361-91-06

890. 30 Situation Reports. Reports regardi ng urgent or emergi ng Defense issues
related to prograns at contractor plants. (Destroy after 1 year.) N1-361-91-06
890. 35 Managenent Informati on Reports. Statistical reports and nanagenent
sumaries (e.g., Technical Mnagenent Database (TMD), Program Support Database
(PROSUP), Mechani zation of Contract Adm nistration Services Database (MOCAS)).
(Destroy after 2 years.) GRS 3, Item 4a

890. 40 Program Managed Contracts Reports. Status reports on weapon systens and
other priority programcontracts. (Destroy after 3 years.) NI1-361-91-06

890. 45 Contractor System Surveillance. Reviews, evaluations, discrepancy
docunents, requests and related itens concerning production, work measurenent,
design, software, configuration, test, performance, |ogistics support, and
conpar abl e system el enent s.

890. 45A Routine surveillance. (Destroy when no | onger needed.) NI1-361-91-06
890. 45B Di screpancy reports. (Destroy 10 years after adequate corrective
action.) NI1-361-91-06



890. 55 Techni cal Evaluation of Cost Proposals. Reviews and eval uations of
contractor proposals such as Val ue Engi neering proposals, cost reduction
proposal s, and engi neering change cost proposals.

890. 55A Approved proposals. (Destroy 5 years after conpletion of contract.) NI1-
361-91- 06

890. 55B Rej ected proposals. (Destroy 1 year after final action.) N1-361-91-06
890. 60 Facilities Evaluations and Reviews. Evaluations of proposed changes in
plant facilities and equi pnment includi ng Governnent-furni shed equi pnent and
property. (Destroy after 5 years.) NI1-361-91-06

890. 65 Technical Studies and Anal ysis Support. Program and Techni cal Support

el ements' support to efforts such as cost estimating system surveys, should cost
revi ews, source selection information requests, tests and inspections, product
revi ews, independent research and devel opnent reviews, cost nonitoring reviews,
pur chasi ng system reviews, progress paynent evaluations and simlar efforts

eval uated for other contract managenent functions and activities. (Destroy after
2 years.) N1-361-91-06

SUPPLY

905 SUPPLY OPERATIONS. Rel ates to provision of supply support for materiel
managenment of assigned itens, stock control, and transportation and traffic
managenment. Series for transportation and traffic managenent records found in
945.00 Distribution Transportati on and Shi pping series are appropriate for use
within Directorates of Supply Operations.

905. 01 Supply Operations Program Project Files. Docunments related to the
formul ati on, managenent, adm nistration and execution of individual Supply
Operations prograns/projects such as program pl ans, studi es and anal yses,
reports, letter guidance and direction, and rel ated docunents. (Destroy 2 years
after termnation of programeffort, or when no | onger required, whichever is
sooner.) NI1-361-92-1

905. 02 Supply Operations Correspondence Files. Docunents providi ng genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Supply Operations matters such as interpretations and deci sions on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar docunments not covered el sewhere.

905. 02A HQ DLA. (Destroy after 2 years.) NI1-361-92-1

905.02B O her activities. (Destroy after 1 year.) NI1-361-92-1

910 LOd STI CS PROGRAMS. Rel ates to the inplenmentation of policies and prograns,
revi ew, analysis and devel opnent of systens, policies, and procedures for
managenent of supply operation activities.

910. 10 Foreign Mlitary Sales (FM5) Functional System Changes. Messages,

menor anda for record (MFRs), printouts of Standard Automated Materiel Managenent
System (SAMVB) table of changes, and simlar records relating to materiel issue
status of FM5 custoners. (Destroy when no | onger needed for reference.) NI1-361-
92-1

910.12 Stratification Summary Files. Copies of stratification worksheet forns,
ref orecast conputations, financial managenent data, and related records used to
manage requi renments and assets. (Destroy after 3 years.) NI1-361-92-1

910. 14 Source Preference Tables. Listings, reports of programcontrol tables,
and simlar records related to itemissue determ nati ons based on custoner and
storage location. (Destroy after 1 year or when superseded, whichever is
sooner.) NI1-361-92-1

910. 16 Precious Metals Settlenent Letters. Correspondence pertaining to precious
nmetals delivery informati on from Defense Reutilization Marketing Service
(Destroy after 5 years.) NI1-361-92-1



910. 18 Precious Metals Transaction Ledger. Ledgers or simlar docunments used to
post precious netals transactions (requisitions, deposits, and receipts) and to
mai ntai n an accurate bal ance of precious netals assets. (Destroy after 5 years.)
N1- 361-92-1

910. 20 Precious Metals Receipts Ledger. Ledgers or simlar docunments used to | og
due-in precious netals shipnents. (Destroy after 5 years.) NI1-361-92-1

910. 22 Precious Metals Transacti on Packages. Original requisitions, debit or

shi pment docunent ati on, correspondence, copies of credit nmenmos, nonthly history
of metal transaction |listings, nmenoranda for record, conversation records, and
simlar records. (Destroy after 5 years.) NI1-361-92-1

910.24 Precious Metals Price Sheets. Ledger sheets, fornms, or simlar docunents
used to record and track current market value of precious netals. (Destroy after
3 years.) N1-361-92-1

910. 26 Precious Metals Recei pt Docunentation. Monthly transaction sheets, credit
i nvoi ces, and related records used to verify receipt of precious netals.
(Destroy after 5 years.) NI1-361-92-1

910. 40 Weapons System File. Correspondence, national stock nunber (NSN) data,
menoranda for record, status reports, technical data, analyses, and sinilar
docunents related to individual systens managed. (Destroy when obsol ete or when
systemis del eted, whichever is sooner.) N1-361-92-1

910. 42 Speci al Program Requirenents. Monthly reports, correspondence, and
simlar records related to special requirenents for managed systens. (Destroy
after 2 years.) NI1-361-92-1

910.44 Direct Buy Agreenents. Correspondence, fax nessages, conversation
records, direct buy requests, drafts of direct buy agreements with Mlitary
Service and contractor conments, lists of points of contact, final agreenent
(mermor andum of agreenent), and related records. (Destroy after systemis no

[ onger in production or when agreenent superseded or cancelled.) NI1-361-92-1
910. 50 Buy Eval uations. Copies of bids, lists of bidders and origin prices,

wor ksheets, and rel ated docunentation used to eval uate transportation rates and
make recomendati ons. (Destroy after 2 years.) NI1-361-92-1

910. 52 Vendor M sdirects. Correspondence, contractor replies, and supporting
docunentati on pertaining to contractor msdirected shipnments used to nake
recomendat i ons concerni ng paynment, nonpaynent, or recovery of excess costs.
(Destroy after 2 years.) NI1-361-92-1

910. 54 Custoner M sdirects. Correspondence, disposition instructions, paynent
requests, conversation records, and supporting docunmentation relating to
customer m sdirected shipnents. (Destroy when no | onger needed for analysis.)
N1- 361-92-1

920 | NVENTORY MANAGEMENT. Rel ates to the acconplishnent of responsibilities for
mat eri el managenent of assigned supply itens.

920. 10 Approved Recommended Buy Files. Autonmated |nventory Manager Support
System (Al M5) el ectronic records docunenting conplete record of recomended
procurenents. Docunents the review, approval, and re-conputation (when
necessary) processes of requirenents forecasts used to recomend procurenments to
meet antici pated supply demands of the nmilitary services. (Destroy after 3 years
or when no |onger needed for reference or analysis, whichever is later.) N1-361-
92-1

920.12 Item Files. Docunments accumnul ated as a result of managi ng assi gned
items, includes standard supply control study forns, materiel requirenments, item
identification data, listings of itens placed on backorder, reports of

di screpancy, and other supporting docunentation pertaining to the item nmanaged.
Series applicable to activities without access to AIMS systemor sinilar system
(Destroy after 3 years or when no | onger needed for reference or analysis,

whi chever is later.) NI1-361-92-1



920. 14 Due-In Study Files. Due-in study pages, mnessages, data transcript sheets,
cancel l ation reports, and sinilar docunents pertaining to the review of due in
materiel identified as excess to anticipated requirenents and used to initiate
cancel l ation of contracts or procurenent requests. (Destroy after 1 year.) NI1-
361-92-1

920. 16 Supply Control Study Files. Supply control study - long supply forns,
wor ksheets, transaction history file printouts, enhanced demand report I|istings,
requests for technical assistance, inactive/deleted reports, and simlar
docunents pertaining to reduction of excess, inactive, or deleted stocked
materiel. (Destroy after 1 year.) NI1-361-92-1

920. 18 Custoner Excess Files. Listings, standard supply control study forms, and
simlar docunments used to approve customer returns for credit/ noncredit or to
aut hori ze di sposal as excess. (Destroy after systemreflects receipt of materiel
or when no | onger needed for analysis, whichever is later.) N1-361-92-1

920. 20 Catal og Change Files. Data exchange and/or proposed revision of catal og
data fornms, correspondence, and simlar records relating to cancellation of
NSNs. (Destroy after 2 years.) NI1-361-92-1

920.22 Mlitary Interdepartnmental Purchase Request (M PR) Package Fil es.

Wor ksheets, copies of MPRs, purchase request trailer |istings, nmessages, and
simlar docunments relating to conmtnent of funds for procurenent purposes.
(Destroy after 3 years.) NI1-361-92-1

920.24 M PR Contract Files. Copies of awarded contracts, nodifications, order
for supplies or services fornms, and simlar materials used to research

di screpancies. (Destroy after 3 years.) NI1-361-92-1

930 STOCK CONTROL. Relates to the acconplishment of responsibilities for stock
control and accountability of assigned itens.

930. 05 Custoner Assistance Program Files. Copies of reports of visit, custoner
assistance information data sheets (CAIDs), correspondence, significant
action/event reports (SAERs), recommendations, and rel ated background material s
accumul ated as a result of visits to custoner activities to assist in materiel
managenent related problemidentification and resolution. (Destroy after 3
years.) NN 168-94

930. 10 Tel ephoni ¢ Requi sitions. Copies of exception requisition docunent data

i nput forms used to process tel ephonically received requisitions with remarks
off-line. (Destroy after 6 nonths.) N1-361-92-1

930. 12 Requisition Register. Logs, registers, and simlar devices used to

mai ntain records of incomng requisition requests and for information concerning
status and stock availability. (Destroy after 1 year.) NI1-361-92-1

930. 14 Inventory Adjustnments. Copies of inventory adjustnent vouchers,

wor ksheet s, summary sheets, physical inventory adjustnment voucher I|istings,

i nventory adjustment voucher list (mscellaneous and nmateriel rel ease order
(MRO denials), inventory adjustnments - mandatory research listings, transaction
history file printouts, letters of investigation, reports of survey, and
supporting data pertaining to accountability of assigned itens. (Destroy after 2
years.) NI1-361-92-1

930. 16 01 Requisitions. Copies of requisition status files, exception

requi sition docunment data input forms, requests for substitute search
docunentati on of lateral support efforts, and rel ated docunments accumul ated as a
result of processing priority Ol requisitions. (Destroy after requisition is

cl osed or satisfied.) NI1-361-92-1

930. 18 Direct Buy Program Copies of direct buy call-in requests, requisition
nunber status printouts, and rel ated docunents pertaining to purchase of

materiel directly fromoriginal equi prment manufacturer. (Destroy after

requi sition satisfied.) N1-361-92-1

930. 20 Intensive Managenment Files. High priority backorder/del ayed itens
listings, custoner supply assistance requests (nessages, fax, etc.),



docunent ati on of actions taken, and rel ated backup material. (Destroy when no

| onger needed.) N1-361-92-1

930. 22 Requisitions, Oher. Copies of priority 2 through 15 materi el

requi sitions received via mail or nessage, F 252 |istings, passing order
messages, and simlar docunments.

930. 22A Non-remarks requisition. (Destroy 1 week after requisition obtains
status.) N1-361-92-1

930. 22B Remarks requisition. (Destroy 45 days after SAMMS updating actions
conpl eted.) NI1-361-92-1

930. 24 Supply Term nati ons. Messages, cards, nmenos, and simlar docunments used
toinitiate termnation of supply actions due to requisition cancellations.
(Destroy after 1 year.) N1-361-92-1

930. 26 MRO Reversals. Messages, corrected materiel release confirmation cards,
and DoD single Iine itemrequisition system docunent (nechanical) forns used to
correct SAMVB records to maintain accurate bal ances between Depot and Center
records. (Destroy after reversal posted in SAMVS.) NI1-361-92-1

930. 28 Rei nstatenent Requests. Correspondence, nessages, exception requisition
docunent data input forms, and related records pertaining to adjustnent of
erroneous status codes. (Destroy after 1 year.) NI1-361-92-1

930. 30 Custoner Discrepancies. Copies of custoner conplaint nessages, reports of
item di screpancy, and simlar records used by custonmers to report materi el

shi pment di screpanci es. Includes correspondence, printouts of requisition
history files used to research conplaint validity, printouts of SAMVE files
reflecting credit actions, when applicable, and related docunentation. (Destroy
after 2 years.) NI1-361-92-1

930. 32 Foreign Mlitary Sales (FMs5) Discrepancies. Correspondence, tracer
actions, proofs of shipment, printouts of SAMVE files reflecting credit actions
(when applicable), and rel ated docunentati on pertaining to FM5 shi pnent

di screpancies. (Destroy after 3 years.) NI1-361-92-1

930. 34 Requisition History Files. Mcrofiche records of closed requisitions used
to research custoner conplaints. (Destroy when no | onger needed for reference.)
N1- 361-92-1

930. 36 Activity Address Directory Files. Copies of nessages containing
corrections to addresses of individual countries used to initiate corrections
(del etion, additions, and suspensions) to automated activity address directory
files. (Destroy when no | onger needed for reference.) N1-361-92-1

930. 38 Depot Bal ance and Transaction Register (DBTR) Files. Copies of depot

bal ance and/or transaction di screpancy fornms, corrected bal ance printouts, and
rel ated records used to adjust depot materiel storage bal ances. (Destroy after 1
year.) N1-361-92-1

DI STRI BUTI ON

940 DI STRIBUTION. Rel ates to operations involving the receipt, storage, care and
preservation, packing, and shipnent of assigned itenms by the storage activity

i ncl udi ng depot transportation services. Activities assigned Direct Conm ssary
Support System (DI COVES) responsibilities will use applicable file series found
in the 940. 00 series.

940.01 Distribution Program Project Files. Docunments related to the formul ation
managenent, admi ni stration and execution of individual Distribution
prograns/ proj ects such as program plans, studi es and anal yses, reports, letter
gui dance and direction, and rel ated docunents. (Destroy 2 years after

term nation of programeffort, or when no | onger required, whichever is sooner.)
N1- 361-91-10

940. 02 Distribution Correspondence Files. Docunents providing general direction
staff guidance and reporting in the managenent and admi ni stration of
Distribution matters such as interpretati ons and decisions on applicability,



requests for waivers and exceptions, data calls and periodic reporting, and
sim |l ar docunments not covered el sewhere

940. 02A HQ DLA. (Destroy after 2 years.) NI1-361-91-10

940.02B O her activities. (Destroy after 1 year.) NI1-361-91-10

940. 05 Foreign Mlitary Sales (FM5) Transportation Case Files. Case files which
contain all records required to nonitor and process the delivery of material and
services to FM5S custoners, fromreceipt to closing of the case. Includes
Government Bills of Lading (GBL), Commercial Bills of Lading (CBL), Notices of
Avai lability (NQA), Transportation Control Myvenent Documents (TCMVD), |ssue

Rel ease/ Recei pt Docunents (I RRD), inspection and receiving reports, air bills,
supply transactions, transfer to carrier docunents, acceptance data and al
simlarly related materials used to effect transfer of FMS shipnents to
carriers. NOTE: For convenience of search and retrieval, these files should be
mai nt ai ned i n docunent nunber sequence. (Cut off at end of Fiscal Year, maintain
incurrent file area for 2 years, then retire to Federal Records Center. Destroy
when 30 years old.) NIL-361-95-1

941 DI STRI BUTI ON MANAGEMENT. Rel ates to the physical inventories of stocks,

adm ni stration of distribution training prograns, support of the coordination of
devel opnent and inplenmentation of distribution policies and prograns, workl oad
pl anni ng, control, and prioritizing, and depot packagi ng nanagemnent.

941. 10 Inventory Schedule Files. Reports, listings, and simlar workl oad

pl anni ng docunent ati on used to schedul e i nventories of stocks. (Destroy after 3
years.) NI1-361-91-10

941. 15 Inventory Mnitoring. Forms, listings (cancellation, count discrepancy,
del i nquent count, classification suspense, |ocation/storage di screpancy),

i nventory forecasts, count cards, analyses, and rel ated physical inventory
records used during the inventory process. (Destroy after 1 year or when no

| onger needed, whichever is sooner.) N1-361-91-10

941. 20 Conpl eted Inventory Evaluation. Analysis reports, inventory count
histories, listings, and related backup materials used to input inventory data,
eval uate count information, and to rel ease conpleted inventories. (Destroy after
1 year.) N1-361-91-10

941. 25 Bal ance/ Transacti on Codi ng. Codi ng sheets and rel ated papers used to
docunent entries of transaction adjustnents. (Destroy after 30 days or after
records are adjusted.) NI1-361-91-10

941. 30 Bal ance/ Transacti on Regi ster Reconciliations. Reports, printouts, fornmns,
nmessages, correspondence, inquiry docunents (locator inquiries, center bal ances,
materiel release order (MRO histories, quality control reports, reports of

di screpancy), violation listings, and rel ated backup materials sumrari zing the
reconciliation of unmatched bal ances/transacti ons used to recap adjustnents nade
to accountabl e records. (Destroy after 1 year or when no | onger needed,

whi chever is sooner.) N1-361-91-10

941. 35 Inventory Investigative Research Files. Correspondence, checklists,
printouts, listings, reports, and simlar records relating to the research of
maj or stock discrepancies identified as a result of inventories, denials, and

| ost receipts. Includes docunentation recording results of research such as
letters, CGovernnent property |ost or damaged (GPLD) certificates, and reports of
survey. (Destroy after 3 years.) N1-361-91-10

941. 40 Inventory Control Effectiveness Files. Correspondence, reports, |istings,
and backup materials used to sumrmari ze inventory results/ effectiveness.
(Destroy after 2 years.) NI1-361-91-10

941. 45 Location Changes. Cards and related itemlocator informtion used to add
or delete stock locations. (Destroy after 6 nmonths.) NI1-361-91-10

941. 50 Location Surveys. Forms, reports, analyses, cards, and rel ated
docunentation used to initiate, close, cancel, or docunent acconplishnent of

| ocation surveys. (Destroy after 1 year or when no | onger needed.) NI1-361-91-10



941.55 Inventory H story. Copies of balance and transaction files docunenting
nmont hly transactions used to research and reconcile | osses and gains. (Destroy
after 2 years.) N1-361-91-10

941. 60 Wrkl oad Pl anning Files. Reports, listings, and simlar records used to
control and plan daily materiel release order workload. (Destroy after 1 nonth.)
N1- 361-91-10

941. 65 Wrkl oad Statistical Files. Listings, reports, and simlar records
relating to workl oad statistics, such as |ines shipped and man-hours. (Destroy
after 2 years.) N1-361-91-10

943 RECEIVING Relates to the receipt, inspection, classification, and routing
to storage, incom ng parcel posts, less-than-load |ots, m xed i nbound shi pnents,
and supply docunentation for receipts. Includes admnistration of prograns for

t he acconplishnent of stock readiness including surveillance inspections, care
of materiel in storage, repair, and stock mai ntenance.

943. 10 Non-procurenment Recei pt Docunentation. Copies of receipt docunents
accunul ated from non-procurenent sources such as itemrel ease/recei pt docunents
used to return previously issued materiel to depot storage including supporting
docunent ati on.

943. 10A Automatic di sposal action records. (Destroy after 2 years.) N1-361-91-10
943. 10B Ot her records. (Destroy 3 nonths after receipt of final shipment.) NI1-
361-91-10

943. 11 Procurenent Recei pt Documentation. Copies of receipt docunents

accumul ated from procurenment sources such as contracts, anmendnents,

nodi fications, and simlar receipt supporting docunmentation and used to identify
incoming materiel and inspect for contract conpliance (preservation/

packagi ng/ packi ng/ marki ng), condition, and damage. Note: Do not mcrofilm
(Destroy 3 nmonths after receipt of final shipments.) N1-361-91-10

943. 12 Acceptance Recei pt Docunentation. Material inspection and receiving
reports, orders for supplies or services/requests for quotation, and conparable
docunents which serve as proof of acceptance and support an acceptance report
(DIC PK) or D4_. These records (hard copy or microfilm will be maintained
separately fromrecei pt docunmentati on described in 943.11 series and filed by
dat e of acceptance by cal endar year. (Destroy 6 years and 3 nonths after
cutoff.) N1-361-91-10

943. 15 Receiving Inspection. Damage reports, supporting docunents,
correspondence, and simlar records relating to non-transportation rel ated
damaged/ di screpant incom ng shipnments. (Destroy after 2 years.) NI1-361-91-10
943. 20 Active Listing Files. Listings, reports, and related records used to
confirmdata i nput of reports of discrepancy posted to Center records. (Destroy
after input actions verified.) N1-361-91-10

943. 25 Del eted Suspense Record Files. Listings, reports, and related records
used to verify data input of inspections verification changes/ corrections.
(Destroy after 1 year.) N1-361-91-10

943. 30 Receipt Not Confirned Files. Listings, reports, and rel ated records
pertaining to materiel received but not assigned storage |ocation. (Destroy
after receipts confirmed.) NI1-361-91-10

943. 35 Storage Item Changes. Printouts, reports and |listings concerning m ssing
data, inconmplete itemlocations, validation rejects, errors, reconciliations,

i tem anal yses, exceptions, and simlar data relating to storage item change
actions. (Destroy after 2 nonths.) NI1-361-91-10

943. 40 Receiving Adj ustnment Records. Suspense listings used to nonitor condition
code adjustnments of stored materiel not ready for issue. (Destroy after computer
updating actions verified.) NI1-361-91-10

943. 45 Receiving Wrkl oad Reports. Listings containing daily production count
used to nmonitor man-hours and productivity. (Destroy after 90 days.) NI1-361-91-
10



943.50 Materiel Preparation Records. Forms and sinilar docunents used to record
costs to package, pack, containerize, and unitize materiel received prior to
storage. (Destroy after 1 year.) N1-361-91-10

944 STOCK MAI NTENANCE. Rel ates to the repair and rebuild of m ssion stocks and
the assenbly of itens, kits, and sets.

944. 10 Project/Job Orders. Project order fornms and amendnents, job orders,
materi al order forns, incom ng/outgoing stock docunmentation, picking tickets,
prelimnary inspection forns, rate sheets, service control forns, and rel ated
records used to docunent and control a job/project frompoint of acceptance to
conpletion. (Destroy after 2 years.) N1-361-91-10

944. 15 Stock Inspections. Forns and related materials requesting tests and/or
reporting results of tests on electronic stock itenms. (Destroy after 2 years.)
N1- 361-91-10

944. 20 Assenblies. Forns, checklists and related nmaterials used to assure
quality control and maintain status of multiple container shipnents in the
assenbl y/ di sassenbl y, packing and crating of facilities, itenms, kits, sets or
repai red stock and the upgradi ng of preservation, marking, and packagi ng of
material for assenmblies and kits. (Destroy after 2 years.) NI1-361-91-10

945 TRANSPORTATI ON AND SHI PPI NG. Rel ates to providing transportation services

i ncl udi ng shi prment pl anni ng, freight handling, |oad conpliance requirenents,
carrier equi pment arrangenents, termnal operations, and related activities
required to process shipping orders worl dw de

945.10 Bills of Lading Files. Copies of inbound and out bound Government Bills of
Ladi ng (@GBLs) and Conmercial Bills of Lading (CBLs); correction notices;
certificates used in lieu of GBLs; route slips, packing lists; rail bills; and
rel ated docunentation used to process shipments. (Destroy after 6 years.) GRS 9,
[tem 1c

945. 15 GBL Suspense Files. Advance copies of incom ng shipnments used to match
recei pts with actual shipnment. (Destroy after shipment received.) N1-361-91-10
945. 20 Qutbound Bill of Lading Logs. Logs, registers, listings, or simlar
systens used to maintain accountability for all GBL nunbers assigned. (Destroy
after 3 years.) N1-361-91-10

945. 25 Di screpancy Reports. Copies of reports, fornms or simlar records used to
docunent transportation shi pnment problens such as damaged material, over or
short shipnments, astray shipments, and carrier non-performance of service,
correspondence, and rel ated papers which are used to initiate clainms against
carriers. (Destroy after 3 years.) NI1-361-91-10

945. 30 Shi pping Reports. Automated reports used to analyze traffic nanagenent
matters. Includes reports on node of shipnent, commodity priority and node
destination and commodity, category origin, point of enbarkation traffic, and
simlar reports. (Destroy after 3 years.) NI1-361-91-10

945. 35 Freight Classification Files. Reports, listing, and simlar docunents
providing freight classifications, rates, and related transportation/shipping
data for managed/ stocked NSNs used for shipnent planning purposes. (Destroy when
super seded, obsolete, or no | onger needed for reference.) NI1-361-91-10

945.40 Mlitary Standard Logistics SystemFiles. Intransit data cards, reports
of shipnent, and ot her standardi zed shi pment docunentation used to process
materi el nmovenent and to evaluate transportati on performance. (Destroy after 4
nmont hs or when quarterly update is conpleted, whichever is sooner.) NI1-361-91-10
945. 45 Transportati on Movenent Files. Copies of transportation control novenent
docunents, consists, and rel ated papers concerni ng export | oads.

945. 45A FM5 shipnents. (Destroy 2 years after final shipnment.) N1-361-91-10

945. 45B Ot her shipments. (Destroy 1 year after final shipment.) N1-361-91-10



945. 50 Export Bookings. Logs, registers, or sinmlar docunents used to record
export booking requests, routings, and confirmations. (Destroy after 1 year.)
N1-361-91-10

945. 55 Shiprent Billing Logs. Logs, registers, or simlar docunents for
recording shipnment billing details used for reporting statistics and research
(Destroy after 1 year.) N1-361-91-10

945. 60 Carrier Release Files. Docunents used to order, release, and dispatch
carrier's equi pnment. (Destroy after 3 years.) NI1-361-91-10

945. 65 Carrier Control Files. Logs, registers, appointnent books, inspections
books, and sinmilar docunents used to schedul e delivery appoi ntnents, track
arrivals, departures, internal novenents, status, and inspection requirenents of
truck and rail cars. (Destroy after 3 years.) N1-361-91-10

945. 70 Security Seal Logs. Logs, registers, or simlar systemused to maintain
accountability for nunbered seals applied to departing carriers. (Destroy after
1 year.) NI1-361-91-10

946 WAREHOUSI NG. Rel ates to the physical receipt, storage, and packing of
assigned materiel (includes sem -perishable brand nanme overseas conm ssary
resale itens); the maintenance of an accurate stock |ocator systeny the

sel ection and preparation of materiel to be shipped; and the provision of

requi red services to support operational requirenents.

946. 11 Scheduling Files. Appointment schedul es, |ogs, |ate extension sheets,
listings, and related records used to coordi nate and control inbound truck and
railcar traffic. (Destroy after 1 year.) NI1-361-91-10

946. 13 Materiel Receipt Verification. Copies of material inspection and
receiving reports used to verify material received on direct unl oads of trucks
and railcars. (Destroy 3 nonths after final shipnment.) N1-361-91-10

946. 16 Materiel Mvenent Files. Internal documents and fornms relating to

mat eri al nmovenent used to identify materials being received, stowed or changing
storage location. (Destroy after conputer updating actions verified.) N1-361-91-
10

946. 19 Packing Quality. Quality report check sheets and related forns used to
assure quality of the various packing functions. (Destroy after 1 nonth.) NI-
361-91-10

946. 22 Materiel Release Files. Issue rel ease/recei pt docunents relating to
processing (select, prepare, ship) stored materiel for release. (Destroy after 1
year.) N1-361-91-10

946. 23 Materiel Release Control. Control registers, recap sheets, release
wor kl oad, offered | ate sheets, backlogs, and simlar listings used to nonitor

i ssue processing. (Destroy after 1 year.) N1-361-91-10

946. 26 War ehouse Denials. Material novement docunents, denial/shortage

i nvestigation checklists, adjustnment/docunent control registers and rel ated
docunentati on used to nonitor and track warehouse denials. (Destroy after 1
year.) NI1-361-91-10

946.29 Destination Listings. Listings identifying material rel ease order
destinations used to research all requisitions shipped against a specific cycle.
(Destroy after 6 nmonths.) N1-361-91-10

946. 32 Wrkl oad Monitoring. Listings containing weekly and nont hly production
count reports used to nonitor, control, and verify workl oad, work hours, and
productivity. (Destroy weekly listings after 3 months, nmonthly listings after 1
year.) N1-361-91-10

946. 35 Cont ai ner Shi ppi ng Schedul e. Listings, reports, and simlar docunents
relating to workl oad forecasts for upconi ng D COVES cycl e used for planning

pur poses. (Destroy after 1 year.) NI1-361-91-10

946. 38 Shi prment Monitoring. Status inquiries, line itemmateriel release status
inquiries, shipping unit/line iteminquiries, and related listings used to

nmoni tor delivery and shipnent records. (Destroy after 1 nonth.) NI1-361-91-10



946. 41 Wrk Orders. Wrk orders, work order registers, forms, and cost records
used to docunent work to be acconplished. (Destroy when no | onger needed.) NI-
361-91-10

946. 44 Shi ppi ng Mani fests. Mnifests of small parcels shipped; used to verify
charges and trace shipnents.

946. 44A FN5 shipnments. (Destroy 2 years after final shipnment.) N1-361-91-10

946. 44B O her shipments. (Destroy 1 year after final shipment.) N1-361-91-10
946.47 Cigarette Shipping Files. Copies of materiel rel ease docunents, consists,
conpl eted contracts, and related records pertaining to overseas shipnents of
cigarettes used to research discrepancies. (Destroy after 2 years.) N1-361-91-10
946.50 Controlled ItemFiles. Cards, inventory control sheets, |ogs, materiel

rel ease docunents, contract copies, and simlar records pertaining to controlled
items. (Destroy after 2 years.) N1-361-91-10

946.53 Inventory Mnitoring. Listings, reports, and sinmlar records relating to
docunenting inventory results. (Destroy after next conpleted inventory.) N1-361-
91-10

946. 56 Subsi stence Di sposition. Docunents accunul ated as a result of disposing
of subsistence itens not appropriate for overseas shipnent. Itens include
serviceable itens issued to | ocal commi ssaries for sale, return of "L"
(suspended for litigation) condition stock to vendors, and unserviceable itens
sent to Defense Reutilization and Marketing Ofice. (Destroy after 1 year.) NI-
361-91-10

946. 59 Damaged Stock Files. Forms or simlar docunments used to record
destruction and/or re-coupnment of damaged stocks. (Destroy after 3 years.) NI1-
361-91-10

946. 62 Building Security Logs. Logs used to record personnel entries into vault
to maintain tax-free products warehouse security. (Destroy after 1 year.) NI1-
361-91-10

946. 65 Buil ding Access Lists. List of personnel with access privileges to secure
areas. (Destroy when replaced with updated copy.) NI1-361-91-10

946. 68 I nspection, Testing, Results and Disposition. Request for and results of
tests, reclassification (downgradi ng/ upgradi ng) records such as DAC
transactions, related storage quality control reports, records docunmenting
materi el condition code changes, and sinilar docunents (or automated

equi valents) relating to inspection and testing of Type Il extendible shelf life
items. (Destroy after next inspection, or 2 years, whichever is sooner.) N1-361-
91-10

946. 71 Space Utilization. Space assignnent summary forns, configuration and
occupancy wor ksheets, space reports, and simlar records used to determn ne and
assign space requirenents and configurations. (Destroy after 3 years.) NI1-361-
91-10

946. 74 Bin Repl eni shnent. Listings and reports pertaining to repl eni shnment of
materiel in bin |locations. (Destroy after 1 year.) NI1-361-91-10

946. 77 Hazardous Material Stock Location. Listings, fornms, and simlar records
used to identify current |ocation of hazardous material stock itens. (Destroy
after 3 years.) N1-361-91-10

946. 80 Radi oactive Material Disposal. Docunments maintained by radiation
protection officers on the disposal of radioactive itens stored within Defense
depots. (Destroy after 75 years, or after Nuclear Regul atory Comm ssion (NRC)

cl earance, whichever is later.) NI1-361-91-10

946. 83 Radi ati on Mnitoring and Exposure. Surveys, reports, and rel ated
docunments used to detect, nonitor, and record radiation |evels and individua
exposure which are:

946. 83A Used to determ ne conpliance with NRC regul ations on restricted areas,
to neasure external radiation when personnel nonitoring is not perforned, and to
eval uate the rel ease of radioactive effluents to the environment. (Destroy after
75 years, or after NRC cl earance, whichever is later.) N1-361-91-10



946. 83B O her than those described above. (Destroy after 2 years.) NI1-361-91-10
946. 86 Radi oactive Material Incident Reporting. Retained copies of required
reports to NRC on losses or thefts of |licensed material and individua

exposures, radiation rel eases, property damage, and conparabl e i ncidents.
(Destroy after 75 years, or after NRC clearance, whichever is later.) NI1-361-91-
10

| NDUSTRI AL PLANT EQUI PMENT (| PE)

950 | NDUSTRI AL PLANT EQUI PMENT (I PE). Relates to operations involving the

recei pt, storage, care, mmintenance, inspection/testing, calibration
repair/rebuild, nodification and shipping of |PE

950. 01 I PE Operations Progranf Project Files. Docunments related to the
formul ati on, managenent, adm nistration and execution of individual |IPE
prograns/ projects such as plans, studies and anal yses, reports, letter guidance
and direction, and related docunments. (Destroy 2 years after term nation of
programeffort, or when no |onger required, whichever is sooner.) N1-361-91-19
950. 02 | PE Operations Correspondence Files. Docunments providing genera
direction, staff guidance and reporting in the managenent and adm ni stration of
| PE operations including interpretations and deci sions on applicability,
requests for waivers and exceptions, data calls and periodic reporting, and
sim |l ar docunments not covered el sewhere

950. 02A HQ DLA. (Destroy after 2 years.) NI1-361-91-19

950. 02B Ot her activities. (Destroy after 1 year.) N1-361-91-19

950. 10 Def ense CGeneral Reserve - School Loan Program Records pertaining to the
operation and term nation of the National |Industrial Equi pnment Reserve (N ER)
and the devel opnent and operation of the School Loan Programwi thin the DoD
under Public Law 93-155. (Permanent. Transfer to National Archives in 5-year

bl ocks when 30 years old.) NCIl-361-76-13

950. 11 Loan Agreenents. Docunents mnai ntai ned by Defense Industrial Plant

Equi pnrent Center (DIPEC) relating to the |oan of IPE to vocational schools.

I ncl uded are school applications for |oan of tools, offer of item executed copy
of loan agreenment (original) with supporting docunents, and sinilar and rel ated
docunents. (Destroy 3 years after termnation and satisfactory settlenent of

| oan agreenent terns.) NCl1-361-82-5

950. 15 Contractor Storage of Industrial Equipnment. Files relating to storage of
Gover nnent - owned equi pnent in contractor's plant under |ayaway contracts.
(Destroy after 10 years.) NN 168-94

950. 20 Industrial Plant Equi prent Historical Case Files. Docunments naintained by
DI PEC relating to individual itenms of IPE recorded in the central inventory of
DoD | PE assets. (Destroy 2 years after item has been dropped fromthe central

i nventory records of DIPEC, i.e., the item has been di sposed of or transferred
(not | oaned) outside DoD or the item has been released fromcentral inventory
control.) N1-361-91-19

950. 30 | PE Mai nt enance, Repair, and Modifications. Mintenance requests,
correspondence, |PE maintenance records, |IPE repair information, production
control records, planning and estinmating docunents, copies of purchase requests
and contracts, quality assurance docunents such as requests for waivers, quality
deficiency reports, tally sheets for PCB sanpling, and sinilar records
pertaining to mai ntenance, repair, and nodification of IPE (Destroy after 2
years.) NI1-361-91-19

950. 31 I PE Rigging Crew Labor. Work requests, assignnments, schedul es, and
simlar records relating to the assignment and utilization of the rigging crew
for I PE operations. (Destroy after 2 years.) N1-361-91-19

950. 32 I PE Reports. Workl oad reports forecasting upcom ng | PE requirenents and
wor kl oad status reports relating status of equipment. (Destroy after 2 years.)
N1-361-91-19



950. 33 Alum num Skid Inventory Files. Records relating to maintaining inventory
of al um num skids for preparing | PE for shipment. (Destroy after 2 years.) NI1-
361-91-19

DEFENSE NATI ONAL STOCKPI LE

960 STORACE FACI LI TY PROGRAM RECORDS. Rel ates to docunentation, mnaintenance, and
di sposition instructions for docunenting operations conducted at storage
facilities. These operations deal w th unloading, checking, recording, or

ot herwi se receiving; storing; maintaining; protecting; noving; shipping; and
accounting for Defense National Stockpile Center (DNSC) materials.

960. 01 Stockpile Program Project Files. Documents related to the formul ation
managenent, adm ni stration and execution of individual Stockpile prograns/
projects such as program plans, studies and anal yses, reports, letter guidance
and direction, and related docunments. (Destroy 2 years after term nation of
programefforts, or when no | onger required, whichever is sooner.) NI1-361-92-5
960. 02 St ockpil e Correspondence Files. Docunents providing general direction
staff gui dance and reporting in the managenent and admi nistration of Stockpile
matters such as interpretations and decisions on applicability, requests for

wai vers and exceptions, data calls and periodic reporting, and simlar docunents
not covered el sewhere

960. 02A HQ DLA. (Destroy after 2 years.) NI1-361-92-5

960. 02B Ot her activities. (Destroy after 1 year.) N1-361-92-5

960. 10 Storage Facility Entry Controls. Documents accunul ated in arranging for
visits, admtting train crews, installing double switch |Iocks, issuing decals or
entry permts, and otherw se controlling adm ssion to storage facilities.
Included are visit logs and registers, visit notifications, decal and permt

i ssue records, simlar controls, and related records.

960. 10A Entry permts and control. (Destroy on turn-in or expiration of the
decal or permt.) N1-361-89-2

960. 10B Visit logs and registers. (Destroy 1 year after sheet or book is
filled.) N1-361-89-2

960. 10C Ot her records. (Cutoff annually, destroy when 1 year old.) NI1-361-89-2
960. 11 Storage Facility Wrk Schedul es. Docunments created in scheduling

i nspecti ons, maintenance, stock servicing, re-warehousing, work schedul es, and
rel ated records. (Cutoff annually, destroy when 1 year old.) N1-361-89-2

960. 12 Storage Facility Inspection Files. Inspection reports and rel ated records
on the condition and security of facilities, grounds, and warehouse sections,
including facilities for the storage of DNSC, but not inspection reports on
comodi ties which are included in the DNSC i nspection files. (Cutoff annually,
destroy when 2 years old.) NI1-361-89-2

960. 13 Storage Facility Project Records. Docunments relating to qualitative

mai nt enance projects which are not appropriate for inclusion in the rel ated
depot contract file. Included are status of project reports, visit reports, and
rel ated records. (Cutoff annually foll owi ng conpletion of the project, destroy
when 3 years old.) N1-361-89-2

960. 14 Storage Facility Transportati on Records. Documents accunul ated in issuing
Governnent Bills of Lading (GBL) and arranging transportation for outbound

shi pments. Included are requests for traffic data; issuing office copies of
@BL's, including comercial bills of |lading converted to GBL's; transit
certificates; docunments pertinent to freight classification; and rel ated
records. (Cutoff annually, destroy when 4 years old.) NI1-361-89-2

960. 15 Conmercial Bills of Lading. These records are limted to comercial bills
of ladi ng where shi pnent charges were not paid by the Federal Governnent and

whi ch were not required for filing in the voucher or other records. Note:
Commercial bills of lading converted to GBL's will be filed with the GBL in



960. 14, Storage Facility Transportation Records. (Cutoff annually, destroy when
1 year old.) NI1-361-89-2

960. 16 Denurrage Records. Docunents created in recording arrival, unloading, and
departure tine of cars, and in certifying carrier demurrage bills. Included are
car record forns, copies of carrier bills, and related records. (Cutoff

annual |y, destroy when 4 years old.) N1-361-89-2

960. 17 GBL Issuing Oficer Designations. Docunments relating to the designation
of storage facility enpl oyees as GBL issuing officers. (Cutoff annually

foll owi ng cancel |l ati on, destroy when 4 years old.) N1-361-89-2

960. 20 Unusual GCccurrence Reports. Documents accumul ated in reporting

i nformati on on unusual occurrences (actual or potential) to higher echel ons.
Incl uded are tel egraphic and narrative reports of danages to stocks and
facilities resulting fromfires or other causes; reports of thefts; reports of
hazards adjacent to, but outside of, the storage facility; reports of

unaut hori zed visits; reports of requests for information fromindividuals not
aut horized to receive such information; simlar reports; and directly rel ated
records. (Cutoff annually, destroy when 2 years old.) NI1-361-89-2

960. 30 Protection Agreenments. Documents created in preparing, negotiating, and
clearing agreenents with local protection and fire fighting services to provide
mutual or other assistance in case of fire or disaster. (Destroy 2 years after
cancel | ation, expiration, or obsol escence of the agreenent.) N1-361-89-2

960. 40 Depot Activity and Qperation Reports. Docunments created in reporting
depot activities and operations such as workl oad, acconplishnments, receipts,
probl em areas, and simlar matters. Included are reports and rel ated records.
(Cutoff annually, destroy when 1 year old.) NI1-361-89-2

960. 41 Depot Contract Records. Docunents accumul ated in adm nistering contracts
(normal |y awarded by hi gher echelons) for projects dealing with the receipt,
storage, re-warehousing, and shipment of materials, supplies, and equi pnent;
rehabilitation or repair of buildings, grounds, and storage containers; or
simlar things. Included are copies of contracts, related correspondence, copies
of contractor invoices and tinme and attendance reports, and simlar records.
(Place in inactive file on conpletion of the contract by delivery and acceptance
of all material, property, or services, or final payment whichever is |later
cutoff the inactive file at the end of the year, hold 2 years, and retire to
FRC. Destroy when 6 years old.) N1-361-89-2

960. 50 Space and Tonnage Reports. Docunents created in reporting statistica
recei pts, re-warehousing, shipnments, and bal ances on-hand. Included are reports
and rel ated records. (Cutoff annually, destroy when 4 years old.) NI1-361-89-2
960. 51 Tonnage Regi sters. Registers used to record information on tonnage of
recei pts and shipnments for preparation of space and tonnage reports. (Destroy
when register sheet or book is filled and the |atest data therein has been used
for the space and tonnage report.) NI1-361-89-2

960. 52 Due-in Files. Files, normally consisting of advance copies of shipping

i nstructions, purchase orders, or other docunents, which are used by storage
facilities for workl oad and space utilization planning purposes. (Wthdraw

i ndi vi dual docunents and place themin inactive file on receipt of shipnment or
when the docunent has served its intended purpose. Cutoff the inactive file in
3-nmont h bl ocks, destroy when 6 nmonths old.) N1-361-89-2

960. 60 Man-hour Distribution Reports. Docunents created in reporting the
distribution of storage facility man-hours. Included are reports and rel ated
records. (Cutoff annually, destroy when 1 year old.) N1-361-89-2

960. 70 Equi pnent Jacket Files. Case files created to maintain data on the

acqui sition, operation, servicing, nmaintenance, and repair of individual itens
of storage facility equipnent, particularly materials handling equi prent.

I ncl uded are acqui sition docunents and change of status reports; utilization and
cost logs, job repair orders, purchase orders, and invoices; utilization service
and repair cost summaries; maintenance checklists; battery test and change



records; inspection records; and related records. (Transfer with the equiprent.
Place in inactive file on final disposal of the equipnment. Cutoff the inactive
file annually, destroy when 2 years old.) NI1-361-89-2

960. 71 Equi prent Mai ntenance Logs. Log fornms normally attached to equi prent,

i ncluding installed equi pnent, except notor vehicles, to record operation

i nspection, and mai ntenance. (Transfer with the equi pnment. Destroy on di sposal
canni bal i zati on, or abandonnent of the equi pment.) N1-361-89-2

960. 72 Voucher Copies. Extra copies of receiving reports, tally sheets, outbound
storage reports, and simlar docunments retained by shipping, receiving, and

ot her sections of the storage facility. (Cutoff annually, destroy when 1 year

ol d.) NI1-361-89-2

960. 73 Inventory Records. Copies of physical or other inventory reports that are
filed separately from vouchers or conparable records. (Cutoff annually follow ng
t he next conparable inventory, destroy when 2 years old.) NI1-361-89-2

960. 80 Radi oactive Material Licenses. Docunments relating to |licenses (issued by
t he Nucl ear Regul atory Conmi ssion) to obtain and handl e sources of ionizing

radi ation. Included are applications, |licenses, anendnents, and related records.
(Place in inactive file followi ng cancellation or final expiration of the
license, destroy when 2 years old.) NI1-361-89-2

960. 81 Radi ati on Exposure Evaluation Files. Docunents created in forwarding
dosinetry fil mbadges for evaluation and return of "readings." Included are
transmttal letters, reports of film badge readings, and rel ated records.

(Cutoff annually, destroy when 1 year old, provided "readings" are entered in
the radi ati on exposure record.) NI1-361-89-2

960. 82 Radi ati on Exposure Records. Documents used to record and naintain a
record of the individual enpl oyees exposure to ionizing radiation, the |ocations
of the radiation, and the sources involved. Included are dose records, exposure
| og books, and rel ated records.

960. 82A Log books. (Retain until book is filled and all individuals for whom
exposures are recorded therein are no | onger enployed at the storage facility,
then retire to FRC. Destroy when 30 years old.) NI1-361-89-2

960. 82B | ndi vi dual records. (Wthdraw on transfer or separation of the

i ndi vi dual concerned and file records in official personnel folders.) N1-361-89-
2

960. 83 Radi ati on Survey and Analysis Files. Docunents created in performng

heal th physics inspections to ensure that protective procedures and practices
are followed in handling sources of ionizing radiation. These records include
docunents created in detecting and recording levels of radiation in materials,
objects, and the environment of areas where sources of ionizing radiation are
handl ed or stored. Included are inspection or survey reports, radiological and
chemi cal analysis reports, leak test reports, logs, and related records.

960. 83A Logs. (Destroy 3 years after date of last entry on sheet or book.) NI1-
361-89-2

960. 83B Ot her records. (Cutoff annually, destroy when 3 years old.) N1-361-89-2
960. 90 Stock Locator Files. Docunments used to show the |ocation and identity of
equi prent, supplies, and material in open and cl osed storage. Included are stock
| ocation cards, stock identification cards, change notices, and related records.
(Destroy | ocator docunent when superseded or obsol ete, except that change
notices will be destroyed after the change is nade on the |locator.) N1-361-89-2
960. 91 Storage Layout Plats and Plans. Layout plats, plans, and charts prepared
and used to ensure maxi mumutilization of space and to conpl enent stock | ocator
systens. (Destroy the plat, plan, or chart, when superseded or obsolete.) NI1-
361-89-2

960. 92 Stock Location Audits. Reports and related records pertaining to periodic
audits nmade to ensure that locator files are in agreement with stock | ocations.
(Destroy on correction of deficiency in the |locator file or after 30 days if no
deficiencies are involved.) NI1-361-89-2



960. 93 DNSC St ock Account Records. Descriptions of and disposition instructions
for these records are as foll ows:

960. 93A DNSC Vouchers. Storage facility copies of records docunenting the

recei pt, storage, and shipnent of, and accountability for DNSC materials.

I ncl uded are shipping instructions and notices; receiving reports, over, short,
and/ or damage reports; menorandum copies of bills of |ading, but not issuing

of fice copies; analysis reports; delivery orders; sales rel eases; shipnent
orders; stock adjustnent reports; reports of survey, and property wite-offs;
and rel ated records not described el sewhere in 960.93.

960. 93A(1) Receiving reports and rel ated docunentation. (Destroy 3 years after
all stored material of |ike kind and grade have been shipped out.) NI1-361-89-2
960. 93A(2) Ot her records. (Destroy 3 years after all stored material of |ike

ki nd and grade have been shipped out.) NI1-361-89-2

960. 93B Commodity | nspection Records. Notification of stockpile inspection
reports, and related records reflecting the condition and security of stored
commodi ties, including the adequacy of the storage facilities. (Cutoff annually,
destroy when 3 years old.) NI1-361-89-2

960. 93C DNSC Voucher Registers. Registers reflecting the assignment of voucher
nunbers to docunents crediting or debiting the DNSC material inventory. (Destroy
3 years after date of last entry on register.) N1-361-89-2

960. 93D Stock Record Cards. Inventory record cards reflecting receipt, shipnent,
and bal ances of DNSC material by program commodity, grade, type, and country or
origin. (Place in inactive file when bal ances on cards are reduced to zero.
Destroy 2 years after all stored material of |ike kind and grade has been

shi pped out.) NI1-361-89-2

960. 94 Stock Record Cards. Stock record cards (for stocks other than DNSC
material) or conparabl e basic docunments, recording by item the receipt,

shi pment, and di sposal of property; bal ances on hand; dollar val ues; and ot her
data. (Wthdraw and place in inactive file when record is filled and bal ances
are brought forward to a new record, or when final entry is nmade on the card.
Cutoff the inactive file at the end of the year, destroy when 3 years old.) NI-
361-89-2

960. 95 Stock Record Voucher Records. Docunents accunul ated at depots to show and
support additions to, or decreases in, stock record accounts for stocks other
than DNSC nmaterials. Included are receiving reports; tally-in sheets; inspection
reports; stock adjustments; copies of reports of survey or property wite-offs;
radi ol ogi cal instrument repair records; reports of physical inventories; stock
status reports; |oan agreenents; copies of bills of |ading and over, short,
and/ or damage reports; requisitions and shippi ng docunents; disposition

i nstructions for unserviceabl e property; other supporting records; and rel ated
correspondence. (Cutoff annually, destroy when 3 years old.) NI1-361-89-2

960. 96 Voucher Registers. Registers used to record the assignment of nunbers to,
and ot her information about, docunents (vouchers) crediting or debiting other
and DNSC materials. (Cutoff annually, destroy when 3 years old.) N1-361-89-2
960. 97 Voucher Bl ock Nunmber Assignments. Docunents reflecting the assignnent of
bl ocks of voucher nunbers to storage facilities. (Cutoff annually, destroy when
1 year old.) NI1-361-89-2

970 DEFENSE MATERI ALS AND EQUI PMENT. Relates to docunentation, naintenance, and
di sposition instructions for programrecords pertaining to planning, nmarketing
and technical research, and associated services for the acquisition
benefici ati on, upgrading, rotation, and di sposal of National Defense Stockpile
materials. The term "National Defense Stockpile material,” refers to all of the
various materials in the stockpile.

970. 01 Stockpile Goal Actions. Docunents relating to the coordination and issue
of Stockpile Goal Actions to increase or otherwi se change the quantity or
conposition of conodities in the stockpile. Included are docunents reflecting



the participation on the Interdepartnental Advisory Committee, task force

studi es, copies of the Stockpile Goal Actions, clearance docunents, and rel ated
records. (Cutoff annually, hold 5 years, and retire to FRC. Destroy when 10
years old.) N1-361-89-2

970. 02 Stockpile Procurenment Directives. Documents accumul ated as a result of
participating in the devel opnent and review of directives for procuring and
upgradi ng of material needed to nmeet established objectives. (Destroy on

di sposal of the stockpile.) NI1-361-89-2

970. 10 Barter Transacti on Comments. Docunents accumrul ated in review ng

conmuni cations with the Federal Energency Managenent Agency (FEMA) for the

pur pose of approving or providing detailed instructions on specifications,
mar ki ng, and packagi ng for specific barter transactions. (Cutoff annually, and
destroy on disposal of the stockpile.) N1-361-89-2

970. 11 Barter Ofers Research Reviews. Docunents accunmul ated in review ng and
anal yzing barter offers for the purpose of devel opi ng and providing pricing and
other data or to reply to specific points. Included are barter offers, pricing
studi es, and advi sory nenoranduns on storage, handling, and inspection details.
(Cutoff annually, and destroy on disposal of stockpile.) NI1-361-89-2

970. 20 DNSC Excess Report Revi ews. Documents accunul ated in reviewi ng and

anal yzing reports of DNSC materials excess to the needs of reporting agencies to
determ ne whether the materials are needed in the stockpile. Included are copies
of advanced notification letters, reports of excess, and rel ated records.
(Cutoff annually, destroy when 3 years old.) N1-361-89-2

970. 30 Di sposal Planning Files. Docunents accunulated frominitiation of FEVA
requests for DLA's O fice of Stockpile D sposal to devel op di sposal |egislation
t hrough deli berations of the Annual Materials Plan Steering Committee and
appropriate subconmttees thereof, internal clearance, clearance with the

af fected industry, approval of disposal action by FEMA, and preparation and

cl earance of congressional notification with draft |egislation acconpanied by a
letter fromthe Administrator of General Services to OMB for clearance before
subm ssion to the Congress for action. (Cutoff annually, hold for the life of
the stockpile, then retire to FRC. Destroy 10 years after disposal of
stockpile.) N1-361-89-2

970. 40 Research Study Files. Docunents created in studying and anal yzi ng
econom c, marketing, environnental, technical, and pl anni ng considerations

af fecting the acquisition, maintenance, quality assurance, rotation
benefici ati on, upgradi ng, use, release, destruction, or abandonnment of DNSC
materials. Included are proposals, requests, studies, analyses, clearance
actions, and related records. (Cutoff annually, hold for the life of the
stockpile, then retire to FRC. Destroy 5 years after disposal of stockpile.) NI1-
361-89-2

971 DNSC ACQUI SI TI ON AND SERVI CE PROGRAM RECORDS. Provi des docunent ati on,

mai nt enance, and disposition instruction for programrecords docunenting the
procurenent, acquisition (through barter), beneficiation, upgrading, processing,
refinement, production, and stabilization of DNSC materi als.

971.10 Barter Program Directives. Docunents relating to authorizations fromthe
Federal Emergency Managenment Agency (FEMA) to DLA for the Commodity Credit
Corporation (CCC) to barter surplus agricultural conmodities in exchange for

mat eri al needed in the national defense stockpiles. Included are barter program
directives, advice to CCC not confined to a single barter transaction, and

rel ated records. (Destroy on disposal of the stockpile.) NI1-361-89-2

971. 11 Barter Assistance Files. Docunments accunul ated i n providi ng advi ce,

assi stance, or other services to CCC in connection with the overall barter
program or specific barter offers that were not consummated. (Cutoff annually,
destroy when 3 years ol d. Exception: Records relating to assistance in



connection with consummated transacti ons should be incorporated in 971. 20, DNSC
Acqui sition Contracts.) NI1-361-89-2

971.12 Barter Ofer Inquiries. Docunents accumrul ated in receiving and answering
inquiries and barter offers fromsources other than CCC. (Cutoff annually,
destroy when 1 year old.) N1-361-89-2

971. 20 DNSC Acquisition Contracts. Documents accumul ated in the acquisition

i ncl udi ng beneficiation and upgradi ng, and under barter prograns, of nationa
stockpile materials. Included are docunments concerning requirenments, proposals,
solicitations, anendnments, offers, bids, transportation and shi pnent data,
storage |l ocations, handling facilities, inspection services, receiving

i nformati on, payments, invoices, transfers to stockpile, and rel ated records.
For DNSC materials acquired under barter prograns, included are docunents
concerning the identification and exchange arrangenents for surplus agricultura
products or other commodities involved in the barter transactions. (Place in
inactive file on conpletion of all procurenment or contract actions by delivery
and acceptance of all materials, property or services deternm nation of barter

of fer, final paynments or audit. Cutoff inactive file annually. Review for
destruction when 6 years old, and every 5 years thereafter foll ow ng

determ nation to continue retention, or destroy after material has been renoved
from DNSC i nventory.) NI1-361-89-2

971.21 Service Contract Files. Docunents accumul ated in awardi ng and

adm ni stering contracts for receiving, identifying, inspection services,
handl i ng services, technical research, packagi ng and shipping, and rel ated
services incident to the storage of DNSC materials. Included are official
contract files, invoices and invoice certifications, receiving reports, and

rel ated records. (Place in inactive file upon term nation of contract or upon
conpl etion of contract by delivery and acceptance of all materials, property,
services, final paynent, and audit (if applicable). Cutoff the inactive file at
the end of the fiscal year, hold 1 year, and retire to FRC. Destroy when 6 years
ol d. N1-361-89-2

971. 22 Machi ne Tool Contracts. Case files created in the preparing, awarding,
executing, and adm nistrating of Mday machi ne tool pool order, and machine too
trigger contracts, or conparable contracts. (Place in inactive file on
expiration, term nation, or conpletion of the contract by delivery and
acceptance of all materials, services, or property. Cutoff the inactive file
annual ly, hold 1 year, and retire to FRC. Destroy when 6 years old.) NI1-361-89-2
971.23 Gants Files. [See note after item 831.05D.] Docunents accunulated in
awar di ng which are referenced in applicable public | aws and awarded to

reci pients. Case files are created in the preparation, execution, and

adm ni stration. Included are contract, requisition, purchase order, |ease, and
bond and surety records, including correspondence and rel ated papers pertaining
to award, adm nistration, receipt, inspection and paynent (other than those
covered el sewhere). [See note after item 971.23(2)(b).]

971. 23A Procurenent or purchase organi zation copy, and rel ated papers.

971. 23A(1) Transaction dated on or after July 3, 1995 (the effective date of the
Federal Acquisition Regulations (FAR) rule defining "sinplified acquisition

t hreshol d").

971. 23A(1) (a) Transactions that exceed the sinplified acquisition threshold and
all construction contracts exceedi ng $2,000. (Destroy 6 years and 3 nonths after
final paynent.) GRS 3, Item 3a(1)(a)

971. 23A(1) (b) Transactions at or below the sinplified acquisition threshold and
all construction contracts at or bel ow $2,000. (Destroy 3 years after fina
paynment.) GRS 3, Item 3a(1)(b)

971. 23A(2) Transactions dated earlier than July 3, 1995.

971. 23A(2) (a) Transactions that utilize other than small purchase procedures and
all construction contracts exceedi ng $2,000. (Destroy 6 years and 3 nonths after
final paynent.) GRS 3, Item 3a(2)(a)



971. 23A(2) (b) Transactions that utilize small purchase procedures and al
construction contracts under $2,000. (Destroy 3 years after final paynent.)

[ NOTE: G ven the conplexities of the rules on procurenent, agencies should

i nvol ve procurenent officials when deciding which of the sub-itens to apply to a
particul ar series of records.] GRS 3, Item 3a(2)(b)

971.23B nligation copy. Destroy when funds are obligated. GRS 3, Item 3b

971. 23C O her copies of records descri bed above used by conponent el enents of a
procurenent office for adm nistrative purposes. (Destroy upon termn nation or
conpletion.) GRS 3, Item 3c

971.23D Data Submitted to the Federal Procurenment Data System (FPDS). El ectronic
data file maintained by fiscal year, containing unclassified records of al
procurenents, other than small purchases, and consisting of information required
under 48 CFR 4.601 for transfer to the FPDS. (Destroy or delete when 5 years
old.) GRS 3, Item 3d

NOTE: Uni que procurenent files are not covered by this records series. Wth the
standardi zati on of the CGovernnent-w de procurenment process under the FAR such
records are unlikely to exist. However, if an activity believes that a
procurenent file that has long-termresearch val ue, contact the DLA Records
Manager to request a change to this records schedul e.

971.23 Grants Files. Docunents accunulated in awardi ng which are referenced in
applicable public | aws and awarded to recipients. Case files are created in the
preparation, execution, and adm nistration. Included are official contract files
and other related records. Note: Upon conpletion of contract, place in
appropriate closed file. Cutoff closed files at annual or nore frequent
intervals, hold a conparabl e peri od.

971. 23A Transactions of nore than $25,000. (Destroy 6 years and 3 nonths after
final paynent.) NI1-361-89-2

971. 23B Transactions of $25,000 or less. (Destroy 3 years after final paynent.)
N1- 361- 89- 2

971. 30 Di sposal Coordination Files. Documents accumul ated as a result of
coordination with offices responsible for disposal in connection wth planning
and acconplishing the di sposal of DNSC overages. Included are notifications of
excesses, clearance actions, and related records. (Cutoff annually foll ow ng

di sposal, destroy when 2 years old.) N1-361-89-2

971. 40 Lease Files. Docunents accumul ated in the | easing of real property for
the stockpile program Included are |eases for plant site storage and conmerci al
war ehouses, requests for space, bids, abstracts, and anal yses thereof,
solicitations with findings and determ nati ons, anal yses and cost esti mates,
letters of acceptance and rejection, condemnation actions, anendnents,
alterations, inprovenents, and mai ntenance, and related records. (Place in
inactive file on termnation of or cancellation of the |ease. Cutoff the
inactive file at the end of the Fiscal Year, hold 1 year, and retire to FRC
Destroy when 6 years old.) N1-361-89-2

971. 50 Excess DNSC Acquisition Files. Docunments accumnul ated in coordi nating
reports of, answering inquiries about, furnishing reporting instructions on, and
ot herwi se coordinating the acquisition of National Defense Stockpile material
reported as excess by other agencies. Included are notification letters,

cl earance actions, excess reports, transfer and shipping instructions, and

rel ated records.

971. 50A DNSC accepted. (Cutoff annually. Review for destruction when 6 years
old, and every 5 years thereafter follow ng deternmination to continue retention
or destroy after material has been renmoved from DNSC i nventory.) N1-361-89-2
971. 50B DNSC not accepted. (Cutoff annually, destroy when 1 year old.) NI1-361-
89-2

971.60 Storage Facility Agreenments. Docunments accumnul ated in negotiating
agreements with other Governnent agencies for vault, open, or specialized
storage facilities. Included are agreenments, pernits, clearance actions, and



rel ated records. (Destroy agreenents when superseded or cancelled.) (NL-361-89-
2)

971.70 Industrial Hygiene and Safety Managenent Records. Docunents accumul at ed
in the devel opnment and nmanagenent of an industrial hygi ene and safety program
for the national defense stockpile materials. Included are program devel opnent
docunents, health and safety regulatory directives, legislative mtters, health
and safety standards, hazardous stockpile material handling requirenents,

radi oactive materials, |icensing records and program managenent, survey and
nmoni toring reports, personnel exposure and medi cal records, and other industrial
hygi ene safety rel ated records.

971. 70A I ndi vi dual records of exposure to hazardous materials. (Wthdraw upon
separation of the individual concerned and transfer records to the Oficia

Per sonnel Fol der.) N1-361-89-2

971. 70B Safety standards and regul ati ons. (Destroy when superseded or obsol ete.)
N1- 361- 89- 2

971. 70C O her records. (Cutoff annually, hold 2 years, and retire to FRC
Destroy when 6 years old.) N1-361-89-2

971. 70D Cases involving litigations. (Destroy when litigations have been

resol ved.) N1-361-89-2

971. 80 Environnental Affairs. Docunments accumul ated in the devel opnent of

envi ronnent al i npact studies, and assessnents, and statenents concerning al
Nat i onal Defense Stockpile materials. Included are reports, consultant studies,
fl ood-plain and wetl and eval uati ons, managenent studi es and procedures, and
other related records. (Cutoff annually, hold 4 years, and retire to FRC
Destroy when 20 years old.) NI1-361-89-2

972 DNSC | NSPECTI ON PROGRAM RECORDS. Rel ates to docunentation, maintenance, and
di sposition instructions for records docunenting the inspection, quality
assurance, and surveillance prograns for DNSC and other material taken into or
di sposed of fromthe various stockpiles.

972.01 Commodity General Files. Individual files established to accumnul ate
general information on the history of, geographical origin of, processing and
manuf acturing techni ques pertinent to, uses of, and simlar facts concerning
each commodity, exclusive of specific files described el sewhere in this

encl osure. Included are correspondence, clippings, reprints, technical data, and
simlar records.

972. 01A (Destroy 1 year after renoval of the entire commodity fromthe
stockpile.) N1-361-89-2

972.01B (dippings, reprints, and simlar technical data may be destroyed when
super seded or obsolete.) N1-361-89-2

972. 10 National Defense Stockpile Files. Docunents accumrul ated in the
stockpiling of national defense stockpile materials declared as surplus by other
Gover nment agenci es or recovered from Defense contractors. Included are surplus
decl arations, weight and analysis certificates, and correspondence and rel at ed
docunents of the type usually found in stockpile purchase files. Files are
arranged by comodity and National Stockpile Procurement (NSP) nunber. (Transfer
to FRC 3 years follow ng renoval of the comobdity fromthe stockpile. Destroy 8
years after renmoval .) N1-361-89-2

972. 20 Procurenent Contract Inspection Files. Case files created as a result of
i nspecting commodities for conpliance with procurenment, barter, beneficiation

or upgradi ng specifications. Included are copies of contracts, anendnents, and
speci fications, acceptance and anal ysis reports, shipping instructions and
notices, and related records. (Destroy 6 years after commodity is no |onger held
in the stockpile.) N1-361-89-2

972.21 "Depot" Inspection Files. Docunents accumnul ated in inspecting and
reporting on the condition and security of materials in storage, including the
condition and adequacy of storage facilities. Included are conpleted inspection



reports, trip reports, simlar docunents, and related records. (Destroy 6 years
after coormodity is no longer in stockpile.) N1-361-89-2

972. 22 Inspection Indexes. Card indexes to "contract” and "depot" inspection
records. Card sets relate contract nunbers, comodities, and contractors.

972. 22A Acquisition contracts. (Destroy 6 years after disposal of comodity.)

N1- 361- 89- 2

972. 22B Di sposal contracts. (Destroy 6 years after conpletion of contract.) NI1-
361-89-2

972. 23 Inspection Conments. Documents accumrul ated in reviewi ng and comenting on
the probable quality and on the inspection requirenents associated with barter
of fers, reports of excess DNSC materials, and other proposed acquisition actions
that did not materialize and for which there are no "contract" or "depot™

i nspection records. (Cutoff annually, destroy when 2 years old.) NI1-361-89-2
972. 24 I nspection Assignment and Coordination Files. Docunments accunul ated in
schedul i ng, assigning, and coordinating inspection activities. Included are

i nspection schedul es or progranms and rel ated conmmuni cati ons and records. (Cutoff
annual |y, destroy when 2 years old.) Nl-361-89-2

972. 25 Inspection Interchange Agreenents. Docunents accunul ated in arranging for
and formalizing interchange agreenents with other Federal agencies having
contracts with GSA contractors. (Cutoff annually foll ow ng expiration or
cancel | ati on of the interchange agreenent, destroy when 2 years old.) N1-361-89-
2

972.26 Inspection Activity Eval uations. Docunments accunul ated in connection wth
surveys of, or staff visits, to regional offices, including field activities, to
eval uate the performance of inspection and quality control activities and
provi de recomendati ons for inprovenents. (Destroy after the next 2 succeedi ng
visits or after 5 years, whichever occurs first.) NI1-361-89-2

973 GENERAL STORACE PROGRAM RECORDS. Docunents related to the docunentation,

mai nt enance, and disposition instructions for records docunenting functions
performed in the general managenent of the storage of Defense National Stockpile
Center (DNSC) materials.

973. 05 Radi oactive Material Licensing Files. Docunents relating to |icenses

(i ssued by the Nucl ear Regul atory Conmi ssion) for individuals to obtain and
handl e sources of ionizing radiation. Included are applications, review actions,
i censes, amendnents, and related records. (Cutoff annually foll ow ng

cancel lation or final expiration of the license, destroy when 2 years old.) NI-
361-89-2

973. 10 Storage Agreenents. Documents accunul ated in preparing, negotiating, and
approvi ng agreenents relating to mai ntenance, storage, use, and shi pnment of DNSC
materials. This category is limted to agreenents not incorporated in official
directives. (Cutoff annually when expired, cancelled, or obsol ete; destroy when
3 years old.) NI1-361-89-2

973. 11 Protecti on Agreements. Docunments accumul ated in review ng and securing
approval s for agreenents (between storage facilities and other organizations in
the area) to provide mutual or other assistance in fire fighting and ot her
protection operations. Included are proposed agreenments, copies of approvals,
and rel ated records. (Destroy when expired, cancelled, or obsolete.) NIl-361-89-2
973.20 Facility Files. Docunments created in determ ning the need for, and
recommendi ng t he establishnent, organization, staffing, relocation, or

di sconti nuance of, depots, storage facilities and sites, and associ ated shops,
excl udi ng Storage Space Acquisition Files described in files series 973.21

St orage Space Acquisition Files. Included are economc, feasibility, and other
studi es, organization and staffing plans, recomendations, and rel ated records.
(Cutoff annually; destroy 3 years after discontinuance of the facility.) N1-361-
89-2



973.21 Storage Space Acquisition Files. Docunments listing potentially acceptable
space or facilities, reports of inspection, selection and acquisition of space
or facilities for storing DNSC materials. |Included are copies of requests,

drawi ngs and specifications, space listings, findings, clearance actions,

noti ces of selection, and related records. (Cutoff annually, destroy when 7
years old.) N1-361-89-2

973. 30 Speci al Space Construction Files. Docunments accumrul ated in establishing
requi renents and specifications for authorizing and coordinating construction of
speci al storage space at DLA or mlitary storage sites. Included are

requi renents, specifications and draw ngs, approvals, construction requests,
cost estimates, and related records. (Place in inactive files on conpletion of
construction, cutoff the inactive file annually, destroy when 7 years old.) NI-
361-89-2

973.40 Qualitative Miintenance Projects. Docunments accumnul ated i n establi shing,
coordi nating, controlling, and nmonitoring the status of projects concerned with
mai nt enance of buil di ngs, grounds, and sites; identification, protection
packagi ng, and warehousing of materials; and simlar matters at DLA, commerci al
and DoD storage locations. Included are project recommendations, estinates,
drawi ngs, specifications, approvals, advisory nenoranduns on initiation and
conpletion dates, trip reports, project status reports, and simlar records, but
not documents belonging in the Service Contract File described in file series
971.21, Storage Space Acquisition Files. (Cutoff annually follow ng conpletion
of project. Review for disposal after 6 years.) NI1-361-89-2

973.41 Qualitative Mintenance Project Registers. Special registers used to
control nunbers assigned to, and to record identifying information about,

aut hori zed qualitative maintenance projects. (Destroy when obsolete.) N1-361-89-
2

973.50 Protection Inspection Files. Documents accumul ated as a result of

i nspections (normally made in collaboration with Public Building Services (PBS)
representatives) to determ ne standards, guidelines, and neasures required at

i ndi vidual storage facilities to prevent thefts, unauthorized adm ssions, or
conpar abl e occurrences. |Included are checklists, reports, followup actions, and
rel ated records. (Cutoff annually follow ng conpletion of followup action
destroy when the facility is closed.) NI1-361-89-2

973.51 Storage Inspections. Docunments created in planning, conducting, reporting
on, and follow ng up on, inspections of material storage, storage space
utilization, transportation, and simlar activities at storage facilities, but
not documents relating to conmodity inspections.

973.51A Central office. (Cutoff annually, destroy when 2 years old.) NI1-361-89-2
973.51B Zone office. (Wthdraw and destroy after conpletion of the next
conpar abl e i nspection.) N1-361-89-2

973.52 Staff Visits and Surveys. Docunents relating to staff visits (exclusive
of formal inspections) nmade to survey operational activity, provide technica
assi stance, and determ ne the adequacy of storage nethods, instructions,
protection, maintenance, and managenent. Included are survey and visit reports,
followup actions, and rel ated records. Excluded are records relating to visits
made in connection with specific projects, contracts, or activities which shal
be identified with and included in the file for the project, contract, or
activity. (Cutoff annually, destroy when 2 years old.) N1-361-89-2

973. 53 Unusual GOccurrence Reports. Reports and directly related records
providing informati on on unusual occurrences at storage facilities, such as
fires, damages to stocks or facilities, thefts, |osses, unschedul ed visits,
requests for information fromindividuals not authorized to have the
information, or simlar matters, exclusive of records required for docunmenting
property accountability actions and investigations. (Cutoff annually, destroy
when 2 years old.) N1-361-89-2



973. 60 Storage Equi pnent Files. Docunments accunul ated in determ ning the need
for, devel oping specifications for, approving requisitions for, arranging for

t he procurenent of, and authorizing the transfer, redistribution, or disposition
of material handling equipment (MHE), storage aids, packing preservation, and
shop equi pnent, or simlar equipnent. included are consolidated requirenents,
requi sitions, purchase specifications, approvals, procurenent requests, excess
equi prent reports, transfer and disposal instructions, and rel ated records.
(Cutoff annually, destroy when 2 years old.) N1-361-89-2

973.61 MHE ldentification Data Files. Docunents used to provide identification
data for, and inventory controls over material handling equi pnent at storage
facilities. (Destroy on disposition of the equipnent.) NI1-361-89-2

973. 70 Space and Operation Reports. Docunents reflecting workl oad,
acconpl i shments, problens, space utilizations, tonnage and other information
about materials, and simlar data. Included are space and tonnage reports,
preservation depot reports, weekly or other activity reports, material status
reports, and rel ated records.

973. 70A Central office. (Cutoff annually, destroy when 1 year old.) N1-361-89-2
973. 70B Zone office. (Destroy when obsolete.) NI1-361-89-2

973.80 Storage Training Files. Docunents created in nmonitoring, clearing,
approvi ng, arranging, reporting on, or taking other action in connection wth
training in storage and related activities, but not docunents relating to

trai ning of personnel of the imediate office. Included are training course
requests, reports of training, including orientation training, menorandum
training reports of training provided to |local, State, and ot her agency
personnel, and related records. (Cutoff annually, destroy when 2 years old.) NI-
361-89-2

973.90 Government Bill of Lading (GBL) Issuing Oficer Designation. Docunents
accunul ated in coordinating the designation of individuals as GBL issuing
officers. (Cutoff annually follow ng cancellation of designations, destroy when
4 years old.) NI1-361-89-2

973.91 Car Records. Car records (car detention records), carrier bill, and

rel ated records which are forwarded to regional offices for certifying carrier
demurrage bills and paynent. (Cutoff annually, destroy when 4 years old.) NI-
361-89-2

974 DNSC STORAGE PROGRAM RECORDS. Rel ates to docunentation, maintenance, and

di sposition instructions for programrecords accunul ated in technically

supervi sing and adm ni stering the shipment, receipt, handling, storage,
preservation, and rel ease of the Defense National Stockpile materials.

974. 10 Storage Recei pt and Rel ease Files. Docunents accunul ated in conmenting
on, authorizing, nmanagi ng, and arranging for the shipnment, receipt, handling,
storage, preservation, and rel ease of DNSC materials. Included are copies of
contracts, commitnent tel egrans, advisory menoranduns on | ocation, handling, and
timng of shipnents, shipping instructions, shipping orders, delivery orders,
recei ving reports, over, short, and/or danage reports, outbound storage reports,
transit freight records, weight certificates, and related records.

974. 10A Central office. (Destroy 1 year after conpletion of contract.) N1-361-
89-2

974. 10B Zone offices. (Destroy when all material is renoved fromstorage.) NI1-
361-89-2

974. 11 DNSC Materials Release Controls. Registers, cards, or other controls used
to record information about, and control nunbers assigned to, shipping orders,
shi pping instructions, or other docunents used in authorizing the rel ease and
shi pment of DNSC materials. (Destroy when obsolete.) NI1-361-89-2

974.20 Storage ClaimFiles. Docunments accurul ated in review ng and processing
all clainms involving | oss of or damage to materials while in comerci al

war ehouses or facilities of processing firnms. Included are copies of reports of



| osses and damages, findings and recomendations, and related records. (Cutoff
annual ly followi ng settlenent of the claim destroy 2 years after settlenent.)
N1- 361- 89- 2

974. 30 Physical Inventory Files. Documents accumul ated in schedul i ng,

supervi sing, coordinating, and assisting in the physical inventory of DNSC
materials. Included are inventory notices and schedul es, physical inventory
reports, coordination actions, and related records. (Destroy 6 years after
renoval of material fromthe stockpile.) NI1-361-89-2

974. 40 Commodity Inventory Wirk Papers. Wrk papers used by commodity

speci alists for planning purposes and to keep a summari zed runni ng i nventory of
i ndi vidual commodities by grade and | ocation. (Cutoff annually, destroy when no
| onger needed for reference.) N1-361-89-2

974.50 Report of Survey Recommendati ons. Documents accumul ated in initiating
recomendati ons and justifications (to the GSA Board of Survey) for the wite-
off of, or other appropriate action for, |ost, destroyed, or deteriorated DNSC
materials. Included are reconmendati ons, Board reports, and rel ated records.
(Cutoff annually follow ng final action by the Board, destroy on renoval of
stockpile.) N1-361-89-2

974. 60 Sign Requests. Documents accumul ated in coordinating the determ nation of
positive identification of, and in requesting and furnishing, appropriate signs
for DNSC materials. (Cutoff annually, destroy when 1 year old.) NI1-361-89-2
974.70 Storage Cost Estimates. Docunents accumnul ated in devel opi ng and providi ng
DoD conponents with estimates of the costs connected with, and in approving

rei mbursenments for, handling DNSC material. (Cutoff annually, destroy when
obsol ete.) NI1-361-89-2

984 DNSC DI SPCSAL PROGRAM RECCRDS. Rel ates to docunentati on, mnaintenance, and
di sposition instructions for programrecords docunenting di sposal of DNSC
material s through sale, transfer to Agency for International Devel opment (AlD)
prograns, release, destruction, or abandonment and for program records
docunenting market and technical support provided in connection with these

di sposal activities.

984. 10 Di sposal Project Files. Docunents accumul ated in assisting and
participating in the determ nation of excess DNSC materials, the selection of
material (by lot, grade, and | ocation) for disposal, and other actions |eading
up to but excluding contractual actions. Included are copies of directives
regardi ng the devel opment of disposal plans, copies of the disposal plans,

m nutes of meetings, and related records. (Cutoff annually, destroy when 3 years
ol d.) NI1-361-89-2

984. 20 Bidder Muiling List. Docurments accumrul ated in establishing, verifying,
ef fecting changes in, maintaining, and controlling bidder mailing lists.

I ncl uded are cards, listings of bidders and their addresses, requests for
addition or deletion of nanes on the |lists, bidder list control records, and
rel ated records.

984. 20A Lists. (Destroy when superseded, cancel ed, or obsolete.) N1-361-89-2
984. 20B Cards. (Destroy when no response is received through the fifth
invitation, when invitation is returned due to incorrect address, on receipt of
a negative response to an inquiry, or on request for wthdrawal of nane.) NI-
361-89-2

984. 20C O her records. (Cutoff annually, destroy when 1 year old.) NI1-361-89-2
984.30 DNSC Sal es Contracts. Docunents created in the sale of excess DNSC
materials, including sales through AID progranms. Included are invitations to
bid, solicitations of offers, and sal e announcenent; purchase requests and

aut hori zations; material inspection permts; requests for and transnmittals of
sanpl es; bids, bid cards, and abstracts; sales docunments and copi es of
contracts; requests for and copi es of shipping docunents; and other records
related to the sale. (Place in inactive file on conpletion of sale, cutoff the



inactive file at the end of the year, hold 1 year and retire to FRC. Destroy
when 6 years old.) N1-361-89-2

984. 31 Sal es Contract Registers. Registers nmaintained by stockpile program or by
commodity and used to record data about the control actions relating to sales of
DNSC materials. Included are sales contract registers, daily sales registers,
daily tel ephonically awarded of f-the-shelf sales, control registers, and sinilar
registers. (Destroy 3 years after register is filled.) N1-361-89-2

984. 32 Sal es Reports. Daily or other reports, including directly related records
(prepared fromthe various sales registers or fromother data) reflecting

i nformati on on di sposal sales activity, CGovernnent-w de sales, quantity and

val ue of sales, and simlar matters. (Cutoff annually, destroy when 1 year old.)
N1- 361- 89- 2

984. 40 Market Price Registers. Registers, worksheets, or conparabl e docunents
used to record prices of selected conmodities in national, foreign or world

mar ket s.

984. 40A Worksheets. (Destroy when data is transferred to a register or other
formal docunent.) N1-361-89-2

984. 40B Ot her records. (Cutoff annually, destroy when 5 years old.) N1-361-89-2
984. 50 Rubber Lot Cards. Cards mmintai ned on rubber |ots and used to pose

i nformati on about the issuance of inspection permits and for disposal sale

pur poses. (Wthdraw and destroy on sale or other disposal of the |ot concerned.)
N1- 361- 89- 2

984. 60 DNSC Material Destruction or Abandonnent Cases. Docunents accunul ated in
recomendi ng, justifying, and approving the destruction or abandonnent of
surplus DNSC material which is un-salable or for which care and mai nt enance
exceeds the estimated proceeds fromits sale. Included are proposals, public
announcenents and invitations to bid, determ nations and findi ngs, copies of
research reports, boards recomendati ons and approvals, and rel ated records.
(Cutoff annually, destroy when 3 years old.) N1-361-89-2

984. 70 Contract Board Files. Docunents accunul ated by the Contract Board in
revi ewi ng, anendi ng, approving, or disapproving draft disposal plans;
invitations for bid; draft sal es catal ogs; contracts; recomendations for
abandonnent, destruction, or release of un-sal able excess DNSC material; and
simlar actions. (Cutoff annually, destroy when 3 years old.) N1-361-89-2
984.80 DNSC Materials Technical Files. Docunents, tables, and worksheets

accunul ated in assisting and participating in the devel opi ng market and

envi ronnent al inpact studies of DNSC materials involved in the Annual Materials
Plan (AMP). Included are docunments of confidential and proprietary conpany data,
mar ket and economni ¢ anal yses of DNSC material acquisition and di sposa
activities, and econonetric nodels of DNSC nmaterials. (Cutoff annually, hold 3
years and retire to FRC. Destroy when 15 years old.) N1-361-89-2

MANUFACTURI NG

990 MANUFACTURING Relates to the manufacturing of supplies in DLA-operated
manuf acturing facilities.

990. 01 Manuf acturing. Documents relating to manufacturing of supplies in DLA-
operated manufacturing facilities. Docunments relative to manufacturing and
production in comrercial or other than DLA-operated facilities should be
classified under the 810.00 series. (Destroy after 10 years.) NN 168-94

990. 05 Production Control Files. Wrk orders, job orders, turn-in slips, issue
slips, estimte sheets, production reports, and other papers relating to the
schedul i ng, dispatch, followup, and control of itenms to be manufactured. (Pl ace
in inactive file upon conpletion of related work and destroy after 5 years.) NN\
168-94

990. 10 Manuf acturing Methods Project Files. Docunents relating to the

i mprovenent, nodification, and noderni zati on of manufacturing processes and



procedures, such as draw ngs, photographs, job orders, routing sheets, reports
of revised processes and procedures, and rel ated papers. (Place in inactive file
upon conpletion of individual project and destroy after 5 years.) NN 168-94

990. 15 Speci al Measurenent and Ot hopedi c Footwear Files. Case files,

requi sitions for construction of special neasurenent and orthopedic footwear
items (boots and shoes). Included are DD Form 150, Special Measurenent Bl ank for
Speci al Measurenent/ Ot hopedi ¢ Boots and Shoes, DOFC Form 10, Fitting Report -
Speci al Footwear, and rel ated docunents. (Destroy after 5 years unless specific
i nformati on on individual cases justify further retention, in which case files
wi || be destroyed when no | onger needed.) NC1-361-81-1

990.20 Quality Control Files. In process inspection sheets, rework records,
reports reflecting frequency distribution of manufacturing defects, and rel ated
papers mai ntained for detection, prevention, and control of manufacturing
defects. (Place in active file upon conpletion of final production order for the
rel ated conponent and destroy after 3 years.) NN 168-94

ALTERNATI VE FUELS

995 ALTERNATI VE FUELS. Rel ates to the nmanagenment of supply, procurenent and
transportation of alternative fuels and natural gas to neet the needs of the
mlitary departnents. Includes the provision of test fuels to the mlitary
departnments for research and devel opnment purposes. NOTE: Wen using the 110,
Common Records series in conjunction with the 995 Alternative Fuels series, al
common records schedul ed for disposal should be screened for potential inclusion
in 995.40, Research and Devel opnent prior to destruction as a comon record.
995.01 Alternative Fuels Program Project Files. Docunments related to the
formul ati on, managenent, adm nistration and execution of individual Alternative
Fuel s prograns such as program pl ans, studies and anal yses, reports, letter

gui dance and direction, and rel ated docunents. (Destroy 2 years after

term nation of programeffort, or when no | onger required, whichever is sooner.)
N1- 361-92-4

995. 02 Alternative Fuel s Correspondence Files. Docunents providi ng genera
direction, staff guidance and reporting in the managenent and adm ni stration of
Alternative Fuels matters including interpretations and deci si ons on
applicability, requests for waivers and exceptions, data calls and periodic
reporting, and simlar docunments not covered el sewhere. (Destroy after 2 years.)
N1- 361-92-4

995.10 Tariff File. Tariffs and agreenents issued, pipeline and distribution
conpani es published tariff documents, related changes and backup material s used
to fornul ate, adm nister, evaluate and nonitor transportation and traffic
managenment pl ans, policies, prograns, procedures, systens and perfornance
nmeasur enent standards; to ensure efficient and econonmic distribution of natura
gas and alternative fuels; and to identify gas market opportunities. (Destroy
when superseded, obsolete or no | onger needed for reference.) NI1-361-92-4
995.20 Rate and Tariff Information Systens Data. |nformation produced in hard
copy formfromvarious rate and tariff information systens and el ectronic

bull etin boards used for conducting cost conparisons of contracts providing
fuels and for providing pricing information for existing contracts. (Destroy
after 2 years except records relating to contracts in litigation will be
destroyed 2 years after case is closed.) NI1-361-92-4

995. 30 Technical Liaison. Copies of contractual documents, agreenents,

nodi fications, paynent docunents and sinmilar materials used to conduct technica
[iaison with the Departnent of Treasury and the Departnent of Energy for al
matters pertaining to alternative fuels progranms. (Destroy 2 years after
expiration of contract/agreenent.) NI1-361-92-4

995. 40 Research and Devel opnent. Reports, correspondence, studies generated by
gover nent / non- gover nment sources, proposals, witten descriptions, contractua



data, related docunments and backup materials used for current and future
pl anni ng, research, devel opnent, and analysis of alternative fuel sources and
technol ogi es. (Destroy when no | onger needed for reference. NOTE: Due to the
nature of evolving technol ogi es and the potential for future reoccurrence of
i nvestigations into alternative fuel sources, caution should be exercised when
determining the future reference value of these records.) NI1-361-92-4
995.50 Alternative Fuels Supplies. User fuel requirements and rel ated
docunent ati on and correspondence used to devel op net hodol ogi es and direct
actions for supplying alternative fuels. (Destroy when 2 years old.) GRS 3, Item
4a
995. 55 Energency Supplies. Correspondence rel ated to energency purchases and
copi es of contract nodifications used to identify energency supplies for using
activities. (Destroy after 1 year.) N1-361-92-4
995. 60 Natural Gas Pricing/Supply. Publications fromnatural gas industries and
rel ated marketing information used to maintain gas price/supply data for
determ ning market price ranges. (Destroy after 2 years.) NI1-361-92-4
995. 70 Natural Gas Purchases. Copies of prepared purchase requests, contracts
and agreenents, nenoranduns of understanding, quality and nmeasurenent
speci fications, proposal evaluations, contract adm nistration docunentation
nmeeting mnutes, related correspondence and backup materials used to conduct
negotiations, initiate purchases, and direct supply action requirenments. (See
831.05, Contracts.) N1-361-92-4
995.80 Alternative Fuel Studies. Consultant studies, internal studies,
installation informati on on operating characteristics, information on |ocal fue
conpani es, rel ated correspondence and backup materials used to sel ect sources,
determ ne availability of spot market fuels and anal yze support capabilities.
(Destroy after 3 years.) N1-361-92-4
995. 90 Nom nati ng Gas/Fuel Myvenent. Tracki ng docunents; curtail nents;
conmuni cati on records; and rel ated correspondence; not filed under 995. 70,
Nat ural Gas Purchases. These records are used to nanage i nventories of product
on hand and in transit, assist activities nom nating gas, resolve problens with
gas supplies, and to support cases under litigation. (Destroy with rel ated
contract or agreenent.) N1-361-92-4
995.95 Invoices and Billings. DD Fornms 1155, Order for Supplies or Services; FL
Forms 45, Certification of Funds; supplier invoices; billing docunents;
spreadsheets; and rel ated backup materials (for recei pt and acceptance copies
see 110.73, Contracting Oficer's Technical Representation (COIR) Files) used to
oversee supplier invoice process and coordinate billing. (Destroy after 3
years.) N1-361-92-4
Encl 2
DLAI 5015.1

RECORDS MANAGEMENT REQUI REMENTS AND DLA FUNCTI ONAL FI LES SYSTEM

A.  RECORDS MANAGEMENT REQUI REMENTS

1. Determining Record Status. DLA Activities shall distinguish between record
and non-record material s.
a. Record Materials. Designate information as a record when it is:

(1) Made or received by DLA under Federal law or in connection with the
acconpl i shment of the mission or the transaction of official business in
peacetine and wartinme, and

(2) Preserved or appropriate for preservation as evidence of DLA
organi zati on, functions, policies, decisions, procedures, operations or
activities, or because of the value of the information contained in the record.

b. Non-record Materials. Designate as non-record materials:

(1) Library and museum material when such material is nmade or acquired

and preserved solely for reference or exhibition



(2) Extra copies of both electronic and non-electronic material when the
sol e reason such copies are preserved is for conveni ence of reference.

(3) Stocks of publications and processed docunents, including reports,
brochures, panphl ets, books, handbooks, posters and maps. Each DLA Activity
shall maintain one record copy of each of its publications and processed
docunent s.

(4) Information that does not neet the requirenents of paragraph Ala.

c. Special Determ nations

(1) Working Materials

(a) 1In accordance with 36 CFR 1222.34(c), designate prelimnary drafts,
notes, and sinmilar materials as records when they contain informati on needed to
constitute reliable and authentic records. Substantive annotations or comments
that add to a proper understanding of the fornulation and execution of policies,
deci sions, actions, or responsibilities are records.

(b) Destroy non-record working materials at individual discretion when
requi renents for maki ng and nmaintaining records are net.

(2) Personal Docunentary Materials. In accordance with 36 CFR 1222. 36,
desi gnate as personal documentary material, information that is private or
nonpublic in character that does not relate to, or have an effect upon the
conduct of DLA busi ness.

(a) Cdearly designate personal docunentary materials as such and
mai ntain them separately fromrecord materials.

(b) Wen circunstances change and personal docunentary materials |ater
relate to, or effect the conduct of DLA business (e.g., crimnal investigations,
litigation, court orders, contract disputes), re-designate the materials as
records.

(c) Wen a document contains information about both DLA business and
private matters, delete the personal information fromthe record copy.

(3) Contractor Records. Al information created for CGovernment use and
delivered to or falling under the |l egal control of the CGovernment are Federa
records and shall be managed accordingly and schedul ed for disposition in
accordance with this Instruction. For information created or received and
mai nt ai ned for the Governnment by contractors, DLA Activities shall specify:

(a) The delivery to the Governnent of all data needed for adequate and
proper documentation of contractor operated programnms, in accordance with Federa
and Defense acquisition requirenents;

(b) Delivery of background information that may have reuse value to the
Gover nnent ;

(c) Deferred ordering and delivery-of-information and rights-in-

i nformati on clauses in contracts when necessary to ensure adequate and proper
docunentati on or reuse of the information by the Governnent;

(d) Delivery of sufficient technical documentation for electronic
i nformati on deliverables to pernit use of the data by DLA or other Government
agenci es.

d. Special Media and Technol ogi es. The media and the technol ogi es used to
create, capture, or store information are immaterial in determning the record
status of docunentary materials. The focus is upon the value of the information
in the record, not the nedium Information in electronic, audi o and/or visual
cartographic and other forms shall be designated as record in accordance wth
par agraph Al.

2. Managing Information as Records. Ensure maintenance of all records in
authentic, reliable, and usable formthroughout their Iife cycles. Any records
managenent system nust:

a. Provide for the grouping of related records into classifications
according to the DLA Records Schedul e.

b. Permt easy and tinely retrieval of both individual and/or organizationa
records and files or groupings of related records.



c. Retain the records in a usable format for their required retention
peri od.

d. Be accessible by individuals who have a need for this information in the
performance of their duties.

e. Permt transfer of permanent records to the National Archives and Records
Admi ni stration (NARA) in accordance with this Instruction.

3. Records Retention

a. Retain records as long as required in the DLA Records Schedul e. Destroy
or delete those records that are authorized for disposal as soon as indicated in
the schedul e. Transfer records schedul ed for permanent retention to the Nationa
Archives pronptly in accordance with the records schedul e.

b. Identify records that are not covered by existing records schedul es and
submt requests for disposition authority that cover them Maintain the
unschedul ed records until the proposed disposition is authorized by NARA and
i ncorporated in the DLA Records Schedule, then apply the instructions in the
schedul e.

(1) \Wen devel opi ng recomendati ons for records schedul es, propose
di sposition instructions that:
(a) Satisfy DLA mission needs in wartine and peaceti e,
(b) Meet legal and regul atory requirenents,
(c) Indicate historic value, and
(d) Are fornmulated in accordance with DoD Standard Di sposition Language
(under devel opnent by the Arny Research Lab and to be rel eased as a DoD
St andard) .
(2) DLA Activity Records Oficers shall collaborate in devel opi ng or
nmodi fyi ng record schedul es for common types of records.
(3) Al requests for records disposition authority shall be submitted
t hrough the DLA Activity Records O ficer to DASC- DD for approval and signature
as agency representative. DASC-DD will submt final proposals to NARA

c. Security Cassified Records. Record retention periods are detern ned by
the value of the information in the record to the m ssion, regardl ess of
security classification or its declassification instructions. D sposition of
security classified records shall be in accordance with existing records
schedul es. DLA Activities shall not maintain security classified information
based solely on the security classification or declassification schedul es of the
record.

d. Records Transfer, Custody and Access. M nimze records managenent
resource requirements by transferring records with expected low retrieval rates
to a Federal Record Center. Transfer certain personnel, nedical, and pay records
identified in enclosure 1 to the National Personnel Records Center, (Cvilian
Personnel Records), 111 Wnnebago Street, St. Louis, MO 63118
Records accepted by a Federal Record Center for storage, processing and
servicing are considered to be nmaintained by the DLA Activity that deposited the
record. The Archivist of the United States will not disclose the record except
to the DLA Activity that maintains the record, or under rules established by DLA
that are not inconsistent with existing | aws. Federal Record Centers established
by the Archivist of the United States retain transferred records for the DLA
Activity until:

(1) Recall by the transferring activity

(2) Destruction concurrence is obtained fromthe transferring activity in
accordance with 36 CFR 1228. 164. (Exceptions are records maintai ned by the
Nati onal Personnel Records Center that are covered by the General Records
Schedul e and destroyed in accordance with those schedul es w thout further
cl earance.)



(3) Transfer of legal and physical custody fromthe DLA Activity to the
Nat i onal Archives as described in 36 CFR Subpart J, Transfer of Records to the
Nati onal Archives.

4. Electronic Records. Manage electronic records in accordance with reference
A2 and this instruction.

a. Desktop Conputing. Electronic records include information and files
created by individual enployees using applications such as E-mail, word
processi ng, and spreadsheet software.

(1) Records created in a desktop conputing environnment should be saved
and mai ntained in a records managenent system which may be aut omated or manual

(2) Apply the instructions for Autonmated Docunent Conversion in paragraph
A7, before electronic records are printed on paper or mcrofilmfor
r ecor dkeepi ng.

b. Information Systens. Systens that retain information used in the conduct
of mission or support activities are electronic records systenms. Systens that
capture data in real tinme but do not retain that data are not el ectronic record
syst ens.

(1) Qutputs. Qutput froman information systemmay qualify as a record.
Do not retain the output unless it is needed in another systemor it is
difficult or costly to reproduce the output.

(2) Databases. Manage any database used in the conduct of DLA business
as an electronic record system Database records include the data organi zed for
i nput into the database, the data stored according to the |ogical structure of
t he dat abase, and data output as reports or views. Database records al so include
the specifications for the input screens, the |ogical schema and the definitions
for output.

(a) Rules governing updates, alterations and deletions of data in the
dat abase nust be consistent with the records schedule that applies to the
dat abase.

(b) Maintain adequate technical docunmentation for the databases.

M ni mum docunent ati on i ncludes the name, size, starting or relative position
(such as al phabetic, zoned deci mal, packed decimal, or nuneric); form of each
data el enment; |ogical schemm; indices; rules governing the database; input and
out put specifications; the data dictionary, or equivalent information; and other
technical information needed to read or process the records.

c. Maintenance Requirenents

(1) Inplenent standard records codi ng schenmes as they are established.

(2) Miintain electronic records in accordance with the DLA Records
Schedul e, as provided in enclosure 1 by incorporating disposition instructions
into the design of autonated systens.

(3) Maintain adequate technical docunmentation for electronic records to
enable the records to be retrieved, read, and understood. When a systemis
nodi fied, retain docunentation describing the previous state of the systemfor
as long as any records are kept that are not mgrated to the nodified system

(4) Miintain electronic records in accessible formthroughout their life
cycl es. Wien records are dependent on specific hardware or software:

(a) Mintain the hardware or software as long as the records are
mai nt ai ned,

(b) Ensure backward conpatibility when changi ng hardware or software
or;

(c) Convert the records to another nedia, in accordance w th Automated
Docurment Conversi on procedures in paragraph A7, to enable themto be retrieved,
read, and understood when the hardware or software is changed.

(5) Store electronic records in off-line electronic formats (e.qg.
optical disk, magnetic tape) only when the electronic format neets the



requi renents of Section 1234.30(a) of reference A3. Enclosure 3 provides
gui dance for selection of storage nmedia based on |ife expectancy.
d. Backups

(1) System backups. DLA Activities should not use system backups for
recor dkeepi ng because they do not usually meet records managenent requirenents.
Backup copies of systens and storage devices provide an inportant safeguard
agai nst unintentional |oss of information
VWhen mai nt ai ni ng backups to provide for recovery in the event of systemor data
| oss, and not for records keeping, regularly recycle the backups. As a rule,
recycle every third generation. Retain only the nost recent backup and the one
i medi ately preceding the nost recent.

(2) Duplicate copies of electronic records. Section 1234.30(f) of
reference A3 requires that all agencies maintain duplicate copies of both
permanent |y val uabl e el ectronic records and el ectronic records not covered by
the DLA Records Schedul e. Regul ar system backups are appropriate neans of
duplicating el ectronic records when maintaining the primary copy on-1line.

(3) Of-line storage. 1In cases where there is a need to retain
electronic records only off-line, wite two copies of the records to off-1line
media on a file-by-file basis.

(4) Exceptions. In rare cases where special circunstances justify the
use of backups for recordkeepi ng, ensure that:

(a) Records are retained for as long as required in the applicable
records schedul e;

(b) Disposable records are deleted on schedul e, and permanent records
transferred to the National Archives as schedul ed.

(c) The capability to respond to Freedom of Information Act and Privacy
Act requests for records on the backups is maintained;

(d) The provisions of paragraphs A2, A3a, and A8 of this enclosure are
mai nt ai ned.

5. Managing El ectronic Miil Messages

a. Electronic Mail Qutside of the Defense Messaging System Determ ne the
record status of e-mmil nessages in accordance with paragraph Al of this
encl osure. When an electronic mail nessage qualifies as a record, the record
i ncludes all attachnments such as word processing files, spreadsheets, and
simlar materials transmtted via mail messaging. Apply the foll owi ng standards
for managenent of electronic mail nessage records:

(1) Transmission and receipt data. Data identifying the sender
addressee(s), and the date(s) and tinme(s) the nessage was sent and/or received
nmust be maintai ned as part of the record.

(a) Retain records that link the real nanes or titles of senders and
addressees to codes or aliases when electronic mail identifies users by codes or
al i ases.

(b) Retain records that identify addressees on a distribution |list as
long as any e-mail records sent to the distribution list are retained. It is
sufficient to retain one copy of a distribution Iist when all records addressed
to that list can be linked to it.

(2) Wen an electronic mail systemallows users to request
acknow edgnents or receipts showing that a nessage was recei ved and/ or opened by
an addr essee:

(a) Require acknow edgnents or receipts only when the information is
i mportant to the mssion as evidence of the transaction of official business.

(b) Preserve acknow edgnments and receipts as part of the record.

(3) Electronic Mail Records Storage



(a) Store electronic mail mnmessages that are records on the el ectronic
mail systemonly, when the electronic mail system neets the requirenents of
par agr aphs A2 and A6.

(b) If an electronic mail system does not neet the requirenents of
par agraphs A2 and A6 of this enclosure, copy or nove records fromthe nai
systemto an approved recordkeepi ng system Apply the provisions of paragraph A7
of this enclosure before converting e-mail records to another format.

b. Managi ng Def ense Message System (DMB) Records. All nessages ori gi nated,
stored, or received in the DM5S are Federal Records, and shall be managed in
accordance with reference A2 and this Instruction. |nplenent DVS records
managenment mechani sms used to support |ocal records nmanagenent policy in
accordance with the Allied Comunication Publication 123, "Conmon Messagi ng
Strategy and Procedures,” United States Supplenent 1, current edition, available
fromthe Defense Message System Program Office.

6. Electronic Records Managenent Software. Wen acquiring, devel oping, or
upgradi ng technol ogy to maintain records electronically, apply the foll ow ng
i nstructions:

a. Cost and conveni ence. Consider the life cycle costs of both the
aut omat ed and manual net hods of maintaining records before inplenenting an
el ectroni c records managenent system Cost should al so take into consideration
the tine required to access and/or retrieve docunents. G ve speci al
consideration to retrieval requirenments; user conveni ence; and operational
mai nt enance, and training costs that continue over the life of the system

b. Baseline Software Requirenments. DoD STD 5015.1, Department of Defense
Design Criteria Standard for Records Managenent Application Functional Baseline
Requi renents, specifies the nmandatory baseline requirenents for software used to
mai ntai n or manage records. These are the core functions that records nanagenent
software nust satisfy. The standard set forth in DoD STD 5015.1 shall govern to
t he exclusion of any other issuance of DLA or DoD. Suppl ement these requirenents
to satisfy site specific requirenents, in the areas of performance, capacity,
operating environnents, and special interfaces.
The Joint Interoperability Test Command (JITC) has inplenented a test and
certification programto certify software that conforns to and satisfies the
standard. To ensure proper inplenentation of records nanagenent policy and
procedures, only software products that have been certified may be acquired.
Certified products are listed in the Records Managenent Application Certified
Products Regi ster, available from Conmander JITC, Attn: JTDB, Fort Huachuca, AZ
85613; phone (520) 538-5169, DSN 879-5169; Fax (520) 538-4375; or through the
JITC World Wde Wb (WWY home page. The JI TC WA hone page uni form resource
locator is: http://ww. jitc.fhu.disa.ml|/recngt/, or
http://ww. dasc.dl a. m|/records/ Vendors should submit their software products
to the JITC address above in order that they nmay be certified as satisfying the
core requirenents. When a vendor product is certified it will be added to the
Records Managenent Application Certified Products Register

7. Wb Pages

a. Wb pages are usually considered official records because they docunent
the m ssion and current organizational structure of a DLA Activity as well as
certain key functions, policies, or procedures. 1In addition to the current
version of a Wb page, previous versions may al so be records. The author of the
Web page is responsible for determ ning which previous versions qualify as
records. The author's determ nation is based on the significance and uni queness
of the version content. Wb authors should provide the authorized record series



retention and disposition instructions (found in enclosure 1 of this
Instruction) to the Wb Master for use in managing the life-cycle of the record.

b. Previous versions of a Wb page that do not qualify as records are
defined as "non-record” material and should be overwitten or deleted fromthe
systemw thin 30 days of the final posting of the updated version of the Wb
page. Requests for waivers or exceptions should be subnmitted to the DLA Chief
Information O fice.

8. Information Integrity. Safeguard all records by inplenmenting and
mai nt ai ni ng effective records security prograns that:

a. Ensure that all DLA Activity personnel receive training and understand
t he processes and procedures for managi ng both el ectronic and non- el ectronic
records, including safeguards for sensitive or classified electronic records.

b. Ensure that only authorized personnel have access to records.

c. Provide for backup and recovery of electronic records to protect against
| oss.

d. Link or associate each record to distribution and records retention
lists that are readily available. Electronic distribution lists should use
organi zati onal accounts only, and should relate directly to their non-
el ectroni c counterparts.

e. Provide for electronic authentication and encryption of electronic
records and minimze the risk of unauthorized alteration or erasure. Wen used,
el ectroni c authentication and encryption beconme an integral part of the record
and requi re nmanagenent with the record.

f. Interface records managenment systens with other systens or applications
as needed. In the event an interface is not practical, an acceptable records
managenment system woul d provi de these six inportant capabilities:

(1) Protection of information contained in records at the appropriate
| evel of security maintained by the application

(2) Unique identification of the initiator of each security rel evant
event ;

(3) Authentication of the user or access requester using passwords or
ot her appropriate mechani snms before granting any individual access to
information in records;

(4) Miintain confidentiality of information in records by preventing
di scl osure to unauthorized individuals;

(5) Ensure the integrity of all records by maintaining or providing
information for an audit log of all security relevant events; and

(6) Link authentication (digital signature) information with the record.

g. Ensure inclusion of electronic records security in computer systens
security plans pursuant to Title 40 United States Code Section 759 Historica
and Statutory Notes "Conputer Security Act of 1987."

9. Record Managenent Reviews. Each DLA Activity shall conduct periodic
reviews to identify records, ensure that records are nmanaged effectively and
efficiently, and ensure any unschedul ed records become included in the DLA
Records Schedul e. The frequency of periodic reviews shall insure conpliance with
the 1 year Federal regulatory tine constraint for scheduling records.

B. DLA FUNCTI ONAL RECORDS SYSTEM
1. Records Managenent Program Qbjectives

a. Docunent the performance of agency functions adequately and properly.
b. Establish mninumretention periods consistent with the overal
i nterests and needs of the Governnent and the public.
c. Renove appropriate records fromoffice space to | ow cost storage space
when reference is | ow



d. Preserve permanent records for eventual transfer to the Nationa
Ar chi ves.
e. Destroy tenporary records as soon as authori zed.

2. Docunentation

a. GCeneral. Federal |aw requires that agency heads "nmake and preserve
records containi ng adequate and proper docunentation of the organization
functions, policies, decisions, procedures, and essential transactions of the
agency and designed to furnish the informati on necessary to protect the | ega
and financial rights of the Government and of persons directly affected by the
agency's activities." (44 USC 3101) Docunentation concerns the creation of
records essential to ensure a conplete account of record actions taken
deci sions and commitnents nade, and the results of actions taken. It includes
t he subsequent assenbly or consolidation of records of a transaction in a
specific order as described in paragraph Bra.

b. Record Status of Copies. The determ nation as to whether a particul ar
docunent is a record does not depend upon whether it contains unique
information. Multiple copies of the sanme docunment and docunents contai ni ng
duplicative informati on may each have record status dependi ng on how they are
used to transact agency busi ness.

c. Contractor Docunentation. DLA contracts shall specify the delivery of
all data required by the Federal Acquisition Regulation (FAR) and Departnent of
Def ense Federal Acquisition Regul ation Suppl ement (DFARS) as necessary to ensure
adequat e and proper docunentation of contractor activities.

3. Personal Papers

a. Description. Papers of a private or nonofficial character that pertain
only to an individual's personal affairs and are kept in the office of a Federa
official shall be clearly designated as nonofficial and shall at all tinmes be
filed separately fromthe official records of the office. Exanples of persona
papers incl ude:

(1) WMaterials accurmul ated by an official before joining Government
service that are not used subsequently in the transaction of Governnment
busi ness.

(2) Materials relating solely to an individual's private affairs, such as
out si de busi ness pursuits, professional affiliations, or private politica
associ ations that do not relate to agency busi ness.

(3) D aries, journals, or other personal notes that are not prepared or
received in the process of transacting Governnment business.

b. When information about private matters and agency business appears in
t he sane docunent, the docunent shall be copied at the tinme of receipt, with the
personal information deleted, and treated as a Federal record.

c. Materials |abeled "personal”, "confidential", or "private", and used in
the transacti on of public business are Federal records subject to the provisions
of pertinent |aws and regul ations.

d. The definition of records excludes "extra copies of docunments preserved
only for convenience of reference". A Government official may accunul ate, for
conveni ence of reference, extra copies of papers and other materials that he or
she has drafted, reviewed, or otherw se acted upon. CGovernnent officials may be
permtted to retain these extra copies, provided that retention would not:

(1) D mnish the official records of the agency.

(2) Violate confidentiality required by national security (DoD 5200.1-R
Information Security Program Regul ation), privacy (DLAR 5400.21, Persona
Privacy and Rights of Individuals Regarding Their Personal Records, and DLAR



5400. 14, DLA Freedom of Information Act Progran), or other interests protected
by | aw.
(3) Exceed nornmal administrative econoni es.

4. Requirenents

a. Records Managenment Surveys. Records nmanagenent officers will conduct
surveys of the records managenent practices of each geographically collocated
of fice under their cogni zance at | east once every two years. The surveys shal
assess conpliance with this instruction, potential inprovenents in
adm ni strative nmethods and systens, and conpliance with the restrictions and
standards on mai ntaini ng systens of records under the Privacy Act of 1974, DLAR
5400. 21, Personal Privacy and Rights of Individuals Regarding Their Persona
Records, and DLAH 5400. 1, DLA Systens of Records Handbook. These surveys shal
i nclude periodic nmonitoring of staff determ nation of the record status of
docunentary materials. A witten summary of the survey findings and
recomendations will be provided to the office concerned for appropriate
actions. Followup surveys will be performed when the initial survey indicates
substantive deficiencies.

(1) Wen necessary for effective program adm nistration, records
managenent of ficers may require biennial surveys by records managenent
coordi nators assigned to geographically separated staff el enents and subordinate
activities. The records nmanagenment officer will specify the formand content of
such surveys and be provided a copy of each compl eted survey for managenent
revi ew.

(2) Records managenent officers may establish alternative nethods for
staff oversight of geographically separated staff el enents and subordinate
activities. Exanples of such nethods include incorporating survey requirenents
in an established program for managenent review or using a series of managenent
i ndi cators such as reviews of files plans and records retirenents,
correspondence and mail sanpling, clerical and adm nistrative training, and
other indicators for the purposes of program eval uation

(3) Records managenent officers will performstaff assistance visits to
assess and report required actions in geographically separated el enents and
subordinate activities on evidence of substantive or continuing program
deficiencies. Visits may be schedul ed for other reasons at the discretion of
t he records managenent officer

b. Records Requirenments Analysis. DLA records disposition standards are
based on denonstrabl e uses of information including uses in prescribed m ssion
activities and work processes, uses for purposes of |aw and essential interna
controls, and uses for the historical purposes of the Government. A continuing
anal ysis of operational requirements is essential to maintain records
di sposition standards that can be readily applied for the pronpt disposition of
m ssion and programrecords with no continuing value. Records managenent
officers will participate in the process of formulating standards by:

(1) Devel op recomendations for changes and additions to records
di sposition standards under the procedures described in this instruction

(2) Conducting and/or participating in work center studies and anal yses
as directed.

c. Training. Records managenent training is required for DLA HQ records
managenent coordi nators and PLFA records nmanagenent officers (RM3s) to ensure
the initial devel opnent of all newy assigned personnel and all incunbent
personnel with regard to their records managenment responsibilities. Wenever
possi bl e, Governmental sources should be used for training. However, it may be
appropriate and cost-effective to use non-CGovernnent educational institutions to
satisfy particular training needs. DASC-DD will provide assistance identifying
responsi ve training, as necessary. Training requirenents are outlined bel ow



(1) Newly assigned personnel with records retirenent responsibilities
must conplete training in files inprovenent and utilizing Federal Records
Centers (FRCs) within six nmonths of their assignnent. These requirenents may be
met by attending files inprovenent and records di sposition workshops sponsored
by the regional FRC. The FRC usual |y provi des course announcenments to the
activities they service. The workshops cover such topics as met hods and
practices of files inprovenent, evaluating records naintenance prograns,
preparing records for transfer to FRC, and retiring and recalling records from
FRCs.

(2) Incunmbent personnel with centralized office records nanagenent
responsibilities must conplete the following training within two years:

(a) Records Disposition. Course content should cover such topics as the
i nportance of records disposition as part of records managenent and i nformation
resources nmanagenent, how to manage a records disposition program and how to
eval uate records for disposition

(b) Devel opi ng Records Schedul es. Subject matter should cover how to
properly describe records, proper wordi ng of disposition instructions,

i nventorying records, and devel opi ng and i npl enenti ng records schedul es.

(c) Electronic Recordkeeping. The course subject matter should cover
proper design of electronic recordkeeping systens (to include indexing systens),
how to maintain electronic records, and scheduling electronic records.

(3) Section 1222.20(9) of reference A3 requires that all DLA enpl oyees be
rem nded annual | y of agency recordkeepi ng policies and of the sanctions provided
for the unlawful renoval or destruction of Federal records.

5. Records Pl anning

a. Purpose. Planning the proper organizational |ocation of records is the
first step in the effective maintenance of records. This will:
(1) Reduce the overall volune of records by preventing unnecessary
dupl i cati on.
(2) Increase the accessibility of records.
(3) Conserve records storage space
(4) Aid disposition of records.
(5 Mnimze the need for records managenent personnel, equipnent, and
suppl i es.
(6) Sinplify correspondence practices by reducing the nunber of copies
pr epar ed.
Records are created and maintained to serve as adm nistrative tools. As a
general rule, maintain records close to the organi zational el enent of the
activity that uses it nost frequently. However, a few records of an activity may
be of activity-wi de interest and use. These records are frequently nmaintained in
a "central records unit" or other central adm nistrative organization. The
Oficial Personnel Files (OPF) maintained by Gvilian Personnel (CPO offices
are exanpl es of centralized records.
b. Ofices of Record
(1) Establishing Ofices of Record. Establish offices of record at
organi zati onal |evels where effective docunentation of assigned functions and
responsibilities can be assured. The office of record is responsible for the
custody and mai nt enance of the permanent and tenporary current records of the
offices it serves.
(2) Determning Factors for Locating Ofices of Record
(a) Locate the office of record so offices and action officers served
do not need to keep duplicate records (conveni ence copies). Ofices served by an
of fice of record are prohibited from mai ntaining duplicate records. ("Reading
Files", as described in 110.13, enclosure 1, are a separate series of records
and not considered duplicate "Correspondence Files".)



(b) Locate the office of record at the point of greatest activity for
conveni ence of the users. Wen the records of an organizational elenent are
normal |y used by that elenment, appoint it the office of record.

(c) Avoid centralizing the records of unrel ated organi zations in one
of fice of record. The mai ntenance of records by the activity primarily concerned
with the subject matter nakes records nore useful, inproves docunentation of
functions, and makes the disposition of the records easier

6. Records System

a. GCeneral. The DLA Records System provides a systemfor classifying and
organi zing records for filing, reference, and eventual disposition on an orderly
and systenmatic basis.

b. System Concept

(1) The responsibility for docunmentation of a work function rests
primarily with the office perform ng that function. The docunentation produced
i s organi zed and mai ntai ned according to the function to which it relates. In
some instances, a single docunent can represent functions in nore than one mgjor
DLA m ssion area. For exanple, a copy of a contract is maintained by a
contracting officer to docunent a procurenent function and woul d be associ at ed
with record series 811.50A, Contract Files. The copy maintai ned by the office
adm ni stering the contract docunments a contract managenent function and woul d be
associated with record series 831.05A(1), Contracts. An individual office
perform ng COTR responsibilities relating to contract oversi ght and acceptance
of goods and services woul d associate their contract copy to 110.73, Contracting
O ficer's Technical Representative (COITR) Fil es.

(2) A functional records system does not prevent the division of
i ndi vidual records series by topic or subject to nake filing and reference
easier. For exanple, a record series relating to organization and functions
managenent performed at HQ DLA but relating to DLA field activities m ght be
subdi vided and filed al phabetically by the nanes of such activities.

c. Records Filing Arrangenent

(1) Basic Record Filing Arrangenent. The basic filing arrangenent is
nuneric based on record series nunber. Typical secondary arrangenents nmay be
al phabetic by nanme of an individual organization, geographic |ocation, or nane
of a subject or project; or nuneric used to subdivide records that are normally
identified and referred to by nunmber (such as contracts, bills of |ading, and
vouchers) or by date (such as correspondence and reading files).

(2) Termnal Digit Arrangenent. Terminal digit arrangenment is a secondary
met hod of filing records in numeric order by final digits, with groups of digits
to be read fromright to left. Under this method, case files are arranged first
by the final two digits, then by the second two digits (reading fromthe right),
and finally by the third two digits (reading fromthe right). These two-digit
groups are known as the primary, secondary, and tertiary groups. The prinmary
digit group (the group on the far right) determ nes the general filing |location
The secondary group determ nes the specific division of the primary group to
which the record belongs. The tertiary group contains the remaining digits of
t he docunent nunber and is used for consecutive nuneric filing within the
secondary groups. This arrangenent can acconmodate a mllion itens and applies
especially to records that annually exceed several thousand folders, card
records, or individually nunbered docunments, and have a high reference rate.
Figure 1 shows case folders arranged in termnal digit order
Figure 1--FOLDERS IN TERM NAL DIA@ T ORDER (Pl ease see enclosure 6, FlIGJRES at
the end of docunent.)

d. Organization of the System The DLA Records Systemis organized into the
foll owi ng functional areas:

Nurber / Functi onal Area



COMWON RECORDS
110 Common Records
COVWAND
115 Command
STAFF SUPPORT
120 Congressional Liaison
125 Command Chapl ai n
130 Smal | Busi ness
135 Historical Program
140 Equal Enpl oynment Qpportunity
150 Security
160 Safety and Health
170 Legal Services
180 Internal Review
190 Public Affairs

PLANNI NG AND RESOURCE NMANAGEMENT
212 Managenent and Budget
214 Pl ans and Prograns
216 Logistics Systens
220 International Prograns
TELECOVMUNI CATI ONS AND | NFORVATI ON SYSTENMS
280 Tel ecommuni cati ons and I nformation System
PERSONNEL
310 Mlitary Personne
330 Career Devel opnent
350 d assification and Pay Adm nistration
370 Staffing
375 Enpl oyee Rel ati ons
390 Techni cal Services
FI NANCE
400 Fi nance
420 Funds Accounti ng
430 Di sbursenment, Rei nbursenent, Collections, and Adjustnents
440 Cost Accounting
450 Financial Inventory Accounting (FlA)
460 Audits, Reviews, and Surveys
470 Surety
490 Non- appropri ated Funds ( NAF)
| NSTALLATI ON SERVI CES
510 Administrative Services
513 Defense Automated Printing Service (DAPS)
515 Visual Information (V)
520 Operating Equi prent
530 Base Supply
540 Facilities Engineering
DEFENSE REUTI LI ZATI ON AND MARKETI NG
610 Property Managenent
620 Smal |l Arnms Serialization
630 Reutilization and Distribution
640 Operations
650 Marketing
660 Environnmental |y Regul ated Property
TECHNI CAL OPERATI ONS AND SERVI CES
710 Val ue Engi neering and Standardi zation
720 Techni cal Services
730 Logistics Data



750 Defense Logistics Services
QUALI TY ASSURANCE

773 Contract Managenment Quality

775 Contracting Quality

777 Depot Quality

CONTRACTI NG
810 Contracting and Production
CONTRACT NMANAGEMENT
830 Contract Managenent
PROGRAM AND TECHNI CAL SUPPCORT
890 Program and Techni cal Support
SUPPLY OPERATI ONS
910 Logistics Prograns
920 | nventory Managenent
930 Stock Control Distribution
940 Distribution
| NDUSTRI AL PLANT EQUI PMENT
950 Industrial Plant Equi prent
DEFENSE NATI ONAL STOCKPI LE

960 Storage Facility Program

970 Defense Materials and Equi prent

984 Di sposal Program

MANUFACTURI NG
990 Manuf act uri ng
FUELS
995 Alternative Fuels
e. Selecting Record Series Nunbers. When establishing your files, select
record series nunbers fromthe functional area appropriate for your m ssion
records and fromthe functional area 110, Conmon Records. Do not use record
series nunbers from other mssion areas unless your office serves as the Ofice
of Primary Interest (OPl) for the function.

(1) Mssion Records. Mssion records show the primary functions and
responsibilities of an office or activity. Wthin each of the functional areas,
there are usually three different types of records.

(a) Programand Project Records. The record series nunber XXX. 01 is
appropriate for docunenting programinitiatives within the functional area and
nonrecurring mssion projects of the office. Establish these as case files.

(b) Correspondence Records. The record series nunber XXX. 02 is
appropriate to use for docunments with general applicability, nonrecurring
reports, special inquiries, and other m scellaneous records pertaining to the
office's mssion (for non-m ssion correspondence, see 110.37). Arrange these
records by subject.

(c) Mssion Records. The bal ance of the record series nunbers within
an office's functional area are appropriate to use for the recurring business
operations of the office. Establish these records in the manner best suited for
rapid retrieval.

(2) Common Records. Conmon records deal with the adnministrative, or non-
m ssion, functions of an office. They include records such as supervisory
personnel records, time and attendance records, classified receipts, and sinlar
docunents mai ntai ned for conveni ence or under specific requirenments of DLA
regul ati ons.

(3) Under the functional systeman office of record will use only a few
of the many record series nunbers in the DLA system For exanple, DLA offices
with a supply operations mssion will reviewthe record series nunbers found in
t he 905. 00, 910.00, 920.00, and 930.00 sections of enclosure 1 to select the
proper subgroups for their mssion records. The record series nunbers in 110. 00,
Common Records, will be used for non-m ssion records.



f. Addition of Record Series Nunbers. Numerous gaps are intentionally |eft
bet ween nunbers assigned to secondary and tertiary functions and between
sequence nunbers to permt future expansion of the system Do NOT add additiona
nunbers | ocally, but submt recommendations for changes or additions to DASC- DD.
Al new record series nunbers will be added only as published changes to this
i nstruction.

g. Files Qutline. Prepare a Files Qutline, and list the record series
nunbers used to maintain the records within the office of record. Keep the
outline current, prepare an updated version annually, and keep in a location
where it is readily available for reference.

7. Records Mai ntenance Procedures

a. Processing Paper Records for Files
(1) Inspection of Papers. Review papers for conpleteness and to elimnate
unnecessary materi al

(a) Conpl eteness

[1] Check for basic papers, conments, enclosures, and other papers
necessary to conplete the record.

[2] Locate m ssing papers when possible. Last action office is a
pr obabl e source.

[3] Wen mssing papers cannot be |located, include a note with
expl anat i on.

(b) Unnecessary Material. Discard unnecessary docunents such as used
envel opes, routing slips, unused drafts, and duplicate copies. Exception: File
duplicate copi es when coordi nati on, concurrences, or other inportant information
essential to the file appear on the copy.

(2) Assenbly of Papers. Arrange file copies as indicated bel ow

(a) Separate Correspondence. A separate "chain" of correspondence
consi sts of the basic papers (paper starting the action), any replies continuing
the action, enclosures, and supporting papers formng a part of the whole
correspondence action. Assenble such papers in the following top to bottom
order:

[1] Copy of the latest actions or response.

[2] Copy of basic paper.

[3] Copies of attachnments or enclosures in nunerical order

[4] Internal supporting papers.

(b) Related Papers. These are papers that are directly related or
contain a reference to earlier papers on the same subject or transaction

[1] Wen to Conbi ne Rel ated Papers. Conbine papers of a later date
that are directly related to or refer to papers of an earlier date only when
reference requirenments clearly dictate this action. Conbine the foll ow ng papers
to assure conpl ete docunentation and to avoid split files: replies with the
basi ¢ communi cati on, changes in a policy or procedure with the policy or
procedure that is changed, and all papers regardi ng one individual, e.g.
mlitary or civilian personnel record, one contract, etc. These are comonly
known as "case files."

[2] Wen Not to Conbine Related Papers. A reference in later papers
to earlier papers does not necessarily require that the papers be conbined. Do
not conbine: recurring reports with the policy docunent requiring the report,
applications with the policy docunent governing subm ssion of the application
papers on the same subject relating to different transactions such as two
separate requisitions for filing supplies or reports of inspection of two
di fferent organizations or activities.

[3] Conbining Papers Dated in Different Years. Wen current papers
are clearly related to papers in a file froma previous year, i.e., cutoff file,



t hey shoul d be conbi ned. Renove the earlier related papers fromthe cutoff file
and bring forward to the current file.

[4] How to Assenbl e and Conbi ne Rel ated Papers. Assenble related
papers separately as described in subparagraph 7a(2)(a), staple the papers
toget her, place themon top of the earlier case, and place in file according to
the date of the |latest action. Wthdraw and update any cross-references made to
earlier papers or make a new cross-reference to file under the date the earlier
papers were filed. See paragraph (6) below for cross-referencing nmethods.)

(3) Fastening. Use the fasteners described below to hold assenbl ed
papers together. Do not use straight pins, paper clips, and rubber bands to
fasten papers that are filed. (File a single set of assenbl ed papers | oose
within the proper folder. Fasten together all papers within a folder only when
the entire contents make up a single case or when it is necessary to preserve a
fixed arrangenment so the files can be used nore easily.)

(a) Staples. Use wire staples to the maxi numextent to fasten rel ated
| oose papers together. They are inexpensive, easy to apply and renove, cause
little damage to file material, and can hold a fairly |arge nunber of papers.
Staple in the upper left corner to nake filing and searching within a fol der
easi er.

(b) Prong Fasteners. Use prong fasteners to fasten related file
mat eri al together only when the material is too thick to use wire staples. Avoid
the routine use of conpressors. Instead bend the prongs of the fastener toward
the edges of the file; this will usually hold the papers adequately.

(4) Records Classification. Determ ne the proper record series nunbers
for docunents by referring to paragraph 6e and encl osure 1

(5) Posting Record Series Nunbers

(a) Wite the record series nunber on a docunment when it is processed
for file in the upper right hand corner or along the right hand margi n of the
record. Exception: It is unnecessary to post the record series nunber when the
physi cal characteristics of a docunment make it self-identifying for filing
pur poses. Reference copies of publications, mail control forms, bills of Iading,
and docunents appropriate only for filing in a specific type of case file such
as a personnel records jacket are exanples of docunents that do not require the
posting of a record series nunber.

(b) Wien the file material under a single record series nunber is
subdi vided into several folders with different subjects, wite a brief
identification of the subject inmediately after the record series nunber.

(c) Wen cross-references are necessary, indicate this under and
i ndented to the right of the record series nunber. Precede the cross-reference
by an "X" to distinguish it fromthe record series nunber and to showit is a
cross-reference.

(6) Cross-References

(a) A cross-reference is a paper filed under one record series numnber
and date to show the location of material filed el sewhere. Prepare cross-
references only when essential to finding needs.

(b) Use an extra copy of a paper for the cross-reference. Wite the
original record series nunber on it and file under the cross-reference nunber.
O herwi se use Optional Form 21, Cross-Reference

b. Labels. Label file containers, guides, file folders, floppy disks,
tapes, etc. appropriately to facilitate records maintenance, utilization, and
di sposition. Label by the nost efficient neans for each office. Automation of
the process is a preferred option in offices possessing the capability and where
automation is feasible.

(1) Record Containers. Label file drawers, disks, or other physica
containers to indicate the contents. As a mninum include the record series and
year (when appropriate) of the itens in the container. Exception: It is not



necessary to | abel record containers when marking such would mar the finish such
as in certain nodular furniture containers.

(2) G@uides. Arrange file guides in a uniformposition. Place a guide at
t he begi nning of each new record series nunber. CGuides should contain the record
series nunber, title, and the full disposition standard that applies to the
record. Take care to prepare these guides so errors do not cause unauthorized
di sposal of records. O fset additional guides to show subdivisions when the
volunme of material filed behind a record series nunber warrants. (See Figure 2.)
Figure 2--SAMPLE - FILES ARRANGEMENT (Pl ease see enclosure 6, FIGURES at the end
of the docunent.)

(3) Abbreviations. Use the followi ng abbreviations in I abeling:
CFA -Current Files Area
COFF -Cut of f Dest -Destroy
FRC - Federal Records Center
FOUO -For O ficial Use Only
NPRC - Nati onal Personnel Records Center
PIF -Place in inactive file Perm -Permanent
PVA -Privacy Act Ret -Retire
RHA - Records Hol di ng Area
TRF - Transfer
VWARC - Washi ngt on National Records Center
In addition, use other easily understood abbreviations on | abels.

(4) File Folders. File folders are used to keep paper records relating to
t he sane subject together, to provide a guide to those papers, and to protect
t he papers. Wien the material in any folder reaches the normal capacity (three-
fourths of an inch) of the folder, prepare a second folder. Begin the second
folder at a | ogical point, such as at the beginning of a nonth or cal endar
quarter.

(a) File Folder Labels. Show the record series nunber, title, year of
the file (when applicable) on file folder |abels. (The general disposition
instructions that apply to the records are included on the guide precedi ng each
record series nunber.) Figure 3 illustrates proper labeling for the file fol ders
in each series.

Fi gure 3--SAMPLE FI LE GUI DE AND FOLDERS (Pl ease see enclosure 6, FIGUJRES at the
end of the docunent.)

(b) Exceptions to Conplete Labeling. Record series nunbers may be
omtted fromindividual folders when a subdivided record series conprises one or
nore file drawers and the folders or docunents are of a distinctive type or bear
a distinctive identification (e.g., the name on a personnel records jacket or
financial data records folder, the nane of a contractor and/or contract nunber,
or a voucher nunber.) In these cases, identify the record series with | abeling
i nformati on at the beginning of the record series (subparagraph a above).

c. Records Security(1l) Security Classified. File security classified
records in separate approved security containers fromuncl assified records
according to DLAR 5200.12, DLA Information Security Program Exception: \Wen the
record of an action or transaction consists of both classified and unclassified
docunents and it is essential for reference purposes that both be filed
together, they may be inter-filed in a security container. Restrict the inter-
filing of unclassified and classified records to those that directly support,
expl ain, or docunent the record of the action or transaction. Maintaining
uncl assified records in security containers is authorized when a snmall vol une of
classified material is on hand and it is advantageous to use the otherw se enpty
space of the security container. However, under these circunstances, maintain
the uncl assified material separately fromthe classified materi al

(2) Security Unclassified. Safeguard and di spose of information, that is
consi dered as being For Oficial Use Only (FOUO according to the rules of DLAR
5400. 14, DLA Freedom of Information Act Program Records subject to the Privacy



Act of 1974 shoul d be safeguarded according to the rules of DLAR 5400. 21,
Personal Privacy and Rights of Individuals Regarding Their Personal Records.

d. Filing Bulky Material. File bulky material, such as |arge exhibits,
manuscri pts, oversized charts and drawings, and simlar itenms in storage
equi prent suited to its size. Label the material to include the record storage
| ocation, classification, and other identifying information. Annotate the files
outline with the location of this materi al

e. FElectronic Records. Electronic records include nunmeric, graphic, and
text information, which may be recorded on any medi um capabl e of being read and
processed by a computer and that satisfy the legal definition of a record. (See
definition of "record" in enclosure 5) This includes, but is not linmted to,
magneti c medi a, such as tapes and di sks, and optical disks. Electronic records
may include data files and data bases, indexes, word processing files,
el ectroni c spreadsheets, electronic mail and nmessages, as well as other text or
nuneric information. This section applies to electronic records created on
personal computers, nulti-user small conputers, word processors, or other
el ectronic office equi pnment.

(1) Disposition of Electronic Records. Either the hard copy or the
el ectronic copy nust be retained as a record, but there is no requirenent to
retain both. Determ ne whether the information stored electronically is an
official record (will replace paper files) or is nonrecord information

(a) Record Copy - Paper. Wen an electronic file is used to produce
paper maintained in official files (i.e., the paper copy is the record copy),
delete the computer files/docunents that created the paper when no | onger needed
to create a hard copy, regardl ess of the authorized disposition of the paper
Mai ntain an el ectronic copy of documents periodically revised and rei ssued
(e.g., procedures manuals, directives, standard paragraphs, and spreadsheet
nodel s) to prevent re-keying. Maintain the paper records in accordance wth
enclosure 1 of this instruction.

(b) Record Copy - Electronic. Wen the electronic file is the record
copy (e.g., when an office is "paperless"), disposition authorities in this
instruction apply. Wien a record is disposable in tw years maintain it for only
two years on a conputer disk. Miintain tenmporary records created on on-line
systens on fl oppy disk, tape, electronic records managenment systens or ot her
storage nedia to prevent premature destruction of the record. Maintain in a
sui tabl e environment for the nedia.

(2) Mnimm Requirenents for Oficial Records Miintained El ectronically.
oserve the foll owi ng m ni mumrequirements when the official record copy of
docunents are nmaintained el ectronically:

(a) Provide a nethod for all authorized users of the systemto retrieve
desired docunents, such as an indexing or text search system

(b) Provide an appropriate |level of security to ensure integrity of the
docunent s.

(c) Provide a standard interchange format (American Standard Code for
Information I nterchange (ASCI1)) to permit the exchange of docunents on
el ectroni c medi a between DLA and DoD conponents using different
sof t war e/ operati ng systens and the conversi on of docunents from one system or
software to anot her

(d) Provide for the disposition of the docunents including, when
necessary, the requirenments for transferring permanent records to the Nationa
Ar chi ves.

(3) Labeling and Indexing Electronic Records. Records are valuable only
if they can be found when needed for action or reference. Certain basic records
managenent principles apply to any record, whether in a file cabinet or on a
conput er di sk. Foll ow proper |abeling and/or indexing actions to ensure that
el ectronic records are avail abl e and accessi bl e throughout their useful life.
However, do not index and retrieve by personal identifier information about



i ndividuals without first neeting the requirenments of DLAR 5400.21. The extent
of a formal, office-wi de systemfor filing, |abeling, and nam ng el ectronic
records depends on how the information is used. Wen records are nmaintai ned
solely in electronic forma formal systemis nandatory. A formal systemis

ot herwi se advant ageous when there is a high turnover of personnel, or when
information is shared or routed electronically. However, when information is
shared on paper, mnimal identifying information should be sufficient.

(a) External Labels. Label disks adequately so they can be used by
others in the office in the regular user's absence. Wien the electronic file is
the record copy, include the sane information described in paragraph B7b above.
Al so include information needed to use the disk, such as software identification
(e.g., Word Perfect, Harvard G aphics, etc.). Wen a variety of equi pnent
exists, also list the equipnment used to produce the record. Label disks or disk
jackets containing For Oficial Use Only (FOUO information with DLA Label 1804,
For Official Use Only Sticker, according to DLAR 5400. 14.

Figure 4--ELECTRONI C FI LE LABELS (Pl ease see enclosure 6, FIGJRES at the end of
t he docunent.)

(b) Records Arrangenent. To sinmplify "filing" for record copy
electronic files, arrange information on disks simlar to the way paper records
are arranged. "File" |ike docunents on one floppy or nore per record series
nunber. Treat each disk as a "file nunber” or a "file drawer". For exanple, a
di sk | abeled with DLA record series nunber 110.40 and entitled Ofice Studies
and Anal yses would only contain docunments suitable for filing within that
category. This will sinplify the disposition process since these records would
share the same or simlar disposal dates.

(c) Internal Labels. These are docunment nanes that describe the
docunents stored electronically and are essential for retrieval of information
fromw thin disks. Use standard internal docunent nanes or |abels that are
accurate and easily understandable to others. Wen required for retrieval,
print the hard copy of the index and store with the office file plan or near the
di sks.

(d) Indexes and Data Bases. For an extensive nunber of electronic
records, use indexes or data bases to find el ectronic docunents on disk. An
el ectronic index or data base |ocates records based on certain characteristics
of a particular record such as date, subject, sender, receiver, and nunber. They
can be devel oped for information stored on di sks al though properly | abel ed di sks
may be considered sel f-indexi ng when the nunber is not excessive. Base the
conpl exity of the indexing systemon the volunme of records, retention tine, and
famliarity of the persons using the index with the records. Print the hard copy
of the index and store with the office file plan or near the disks.

(4) Storing Records on Floppy Disks. Store only tenporary records on
floppy disks. Due to the short life expectancy of a floppy disk, it is not
feasible to maintain records with a disposition of greater than 5 years on this
medi um When determ ni ng whether floppy di sks are appropriate for storage of
records, consider the primary disadvantages of this form of records maintenance:

(a) The record can be easily altered and go unnoti ced.

(b) Records can be accidentally destroyed very easily.

(c) The special equipnment (hardware and software) used to create the
record nust be maintained in working order for the life of the record. (See
subpar agraph 7e(2).

(d) Records are easy to retrieve only when properly indexed and
| abel ed, both internally and externally.

(5) Maintenance of Fl oppy D sks

(a) Store disks vertically in protective envel opes, preferably in a
hard plastic container with support to avoi d war pi ng.



(b) Keep floppy disks clean and dust free. G| from hands, food, drink
fine dust particles, and snoke can contamnm nate di sks. Do not touch the surface
area around the hub or slotted areas.

(c) Do not flex, fold, bend, or attach paper clips or rubber bands to
di sks.

(d) Wite on | abels before applying them When already attached, wite
only with a soft, fiber tipped pen. Never erase |abels on disks; either cross
out information or renove and replace the |abel. Do not place one | abel over
anot her.

(e) Keep disks away from magnets such as bar magnets, coat and picture
hanger magnets, flashlight magnets, and nmagneti zed screwdrivers. Mst electric
nmotors contain nmagnets or magnetic fields so keep di sks away from vacuum
cl eaners, heaters, fans, office tel ephones and tel ephone receivers, or any
equi prent that may have a strong magnetic field.

(f) Discontinue using worn disks. Copy information to a new di sk and
destroy the worn disk

(6) Optical Disk and Oxher Electronic Storage Media

(a) Optical Disks. The CD-ROM nediumis acceptable for the transfer of
per manent el ectronic records the National Archives under the follow ng
condi tions:

[1] It is in conformance to the International Standards Organization
(1SO 9660 standard.

[2] 1t is in compliance with the American Standard Code for
Information I nterchange (ASCI1) standard as defined in the Federal Information
processing Standard 1-2 (11/14/84).

[3] It is not dependent on control characters or codes that are not
defined in the ASCI| character set.

[4] 1t is not conpressed unless the software to deconpress the files
i s provided.

[5] It is individually addressable.

[6] It is in compliance with the docunentation requirements of 36 CFR
1228. 188.

(b) Wen permanent el ectronic records that are dissem nated on CD- ROM
exi st on other nedia such as magnetic tape, NARA and DLA will nutually agree on
the nost appropriate mediumfor transfer of the records to the Nationa
Ar chi ves.

(c) Nonpermanent records may be stored on optical disk providing that
the information is maintained until its authorized di sposal

(d) Videodi scs. Anal og videodi scs that typically contain photographs
are one type optical disk that can be retired, provided that they do not require
any interactive software of non-standardi zed equi prent. Oiginal photographs
schedul ed for permanent retention and copied onto a videodisc nmust be retired
along with a copy of the videodi sc.

f. Audiovisual Records. Audiovisual (AV) records include still and notion
pi cture phot ography, graphic materials, and sound and vi deo recordings.

(1) Storage Conditions. Audiovisual records are extrenely vulnerable to
damage and shoul d be handl ed carefully and protected from harnful conditions.
onserve the foll owi ng physical storage conditions:

(a) Miintain tenmperatures not to exceed 70 degrees F.

(b) Miintain relative humidity in the range of 40-60 percent.

(c) Avoid fluctuating tenperatures and hunmidities.

(d) Provide cooler tenperatures and |l ower relative humdities for
storage of color films.

(2) Storage Containers

(a) Store permanent or unschedul ed records in audiovisual storage
contai ners or enclosures nade of non-corroding netal, inert plastics, paper



products and other safe materials recomended and specified in Arerican Nationa
Standards Institute (ANSI) standards.

(b) Miintain originals separately and use copies (e.g., negatives and
prints), whenever practicable.

(3) Maintenance and QOperations

(a) Handl e audiovisual records in accordance with commonly accepted
i ndustry practices.

(b) Maintain continuous custody of permanent or unschedul ed audi ovi sual
records.

(c) Take steps to prevent accidental or deliberate alteration or
erasure of audiovisual records.

(d) Do not erase information recorded on permanent or unschedul ed
magneti ¢ sound or video nedia.

(e) Wen different versions of audiovisual productions (e.g., short and
| ong versions or foreign-language versions) are prepared, keep an unaltered copy
of each version for record purposes.

(f) Miintain finding aids (such as captions and published and
unpubl i shed catal ogs) for life of related audi ovi sual records.

(4) Formats

(a) Still Photography. Use photographic materials conposed of
cellul ose triacetate or polyester base for still picture negatives and notion
picture preprints of permanent or unschedul ed records. (ANSI/ASC PH1.28-1984 or
PHL1. 41- 1984)

(b) Mdtion Pictures. Do not use notion pictures in a final "A and B"
format (two precisely matched reels designed to be printed together) for the
reproduction of excerpts or stock footage.

(c) Video Tapes. Use only industrial or professional format video
tapes (e.g., 1-inch, 3/4-inch) for record copies of permanent or unschedul ed
recordings. Limt the use of consumer formats (e.g., VHS, Beta) to distribution
or reference copies or to subjects schedul ed for disposal

(d) Audio Recordings. Record permanent or unschedul ed audi o recordings
on 1/4-inch open-reel tapes at 3 3/4 or 7 1/2 inches per second, full track
usi ng professional unrecorded polyester splice-free tape stock. Audi o cassettes
are not sufficiently durable to be used for permanent records.

(5) Disposition. Mintain audiovisual records in accordance wth
enclosure 1 of this instruction.

g. Facsimle Records. Facsimle (fax) transm ssions are Federal records
when (1) they are received in connection with agency business and (2) they are
appropriate for preservation as evidence of agency organization and activities
or because of the value of the information they contain.

(1) Format. Facsimle transm ssions are nmade on thermal or plain paper
Thermal paper is much [ ess stable than plain paper. Thermal paper can be
recogni zed by its snooth sheen and tendency to curl. It is sensitive to heat and
light, will react with chem cals found in ordinary office environnents
(i ncluding markers, cosnetics, and some types of plastic folders), and may
contai n i npermanent dyes. The images on thermal paper may begin to deteriorate
in as few as six nmonths. Include a statenent on fax nessage | eaders (cover
sheets, headers, and boxed notes) to replace thermal paper facsimles that are
records with a plain paper copy. A sanple advisory is: "WARNING Sone fax
machi nes produce copi es on thernmal paper. The inmage produced is highly unstable
and will deteriorate significantly within a few years. It should be copied on
pl ain paper prior to filing as a record."

(2) Muaintenance

(a) Thermal Paper. Reproduce all thermal paper facsimles that are
Federal records at the time of receipt, except in the case of transitory
docunments that do not need to be filed.



[1] Do not reproduce faxed advance copies on which no admnistrative
action is taken. These are non-record materials and may be destroyed i nmedi ately
upon recei pt of the original docunent.

[2] Wen administrative action is taken, i.e., the receiving office
intends to circul ate the advance copy for official purposes such as approval,
comment, action, recommendation, or foll owup, the advance copy is a Federa
record and shoul d be reproduced.

(b) Plain Paper. File plain paper copies of faxes that are Federa
records in accordance with enclosure 1 of this instruction

8. Record Mai ntenance Equi prment

a. GCeneral. Record maintenance equi pnent includes all files containers,
machi nes, conputers, devices, and furniture used for maintaining and servicing
records. It does not include fiberboard boxes, pallets, racks, and shel ving

used for storing records in records hol ding areas.
b. Records Mintenance Equi pnment Conservation and Reutilization

(1) Use reconditioned or used equi pnent in good working condition when
avai | abl e rather than ordering new equi prent .

(2) Wen possible, recycle unneeded equi pnent to fill requirenents of
other activities in the same headquarters or activity. Wien no requirenents
exist, turn in excess equipnent to supply channels for redistribution or
di sposition.

(3) Retire or destroy non-current records on a regular basis to prevent
excess equi pnent requirenments. Elimnate all unnecessary and duplicate records
and file material. Retire records not required for daily business to records
hol di ng areas, records centers, or destroy themaccording to instructions in
par agraph 1le of this enclosure and enclosure 1

(4) Monitor use of records nmai ntenance equi prent. Do not naintain
equi prent solely for storage of nonrecord materials. However, blank forns,
publications, and office supplies may be kept in filing cabinets to use
ot herwi se enpty drawers.

c. Filing Cabinet Requisitions. Use the criteria in the follow ng
subpar agraphs as a guide to the ordering and use of filing cabinets. Al so use
as a guide in determ ning proper usage of other types of records maintenance
equi prent. These criteria are not intended to require replacenment of equi pment
now i n use.

(1) Use letter-size cabinets to the maxi num extent practicable for
mai ntaining letter size file material .

(2) Avoid legal-size cabi nets whenever possible. Before ordering a
| egal -si ze cabi net through supply channels, get an endorsement fromthe records
managenent of ficer follow ng the procedures in paragraph VIIIE bel ow

(3) Use security filing cabinets only for classified materials except as
provi ded in paragraph 7c of this enclosure.

(4) Use key lock cabinets only when regul ati ons such as DLARs 5400. 14 and
5400. 21 require the material to be maintained under | ock and key.

(5) Use filing cabinets only for current filing needs. Do not maintain
records eligible for destruction in file cabinets.

(6) Wen ordering a filing cabinet, request a 5-drawer cabinet, that is
standard; however, supply officers may substitute 4-drawer cabi nets when they
are available. Do not order 5-drawer cabinets solely to replace other types of
cabi nets now in use or on hand.

d. Standard Equi prent

(1) GCeneral Services Agency (GSA) Stock Program non-1egal size filing
cabi nets are considered standard.

(2) Review and evaluate all additional requirenents for standard records
mai nt enance equi prent. Verify space in filing cabinets, security containers,



shel f files, and other records maintenance equi pnent is fully and properly
utilized in accordance wi th paragraph 8b above.

e. Nonstandard Equi prent. Submit requests for nonstandard records
mai nt enance equi prent to the | ocal records managenent officer who will review
the records and records nai ntenance operations prior to recommendi ng supply
action. Records nanagenent officer review should include the follow ng factors:

(1) The type of record, its disposition instructions, current mnmedia, and
the present equi pnment and its condition

(2) Basic records maintenance operations, such as filing, posting,
searching, indexing, or other operations that are invol ved.

(3) Total work-hours required daily for the operations using present
equi prent, and the total work-hours required daily using proposed equi prent.

(4) Estimated annual net increase in vol une.

(5) Maximum capacity of present and proposed equi prent.

(6) Accessories, such as stands, covers, conpressors, or |ocks, necessary
for the operation of the proposed equipnent.

(7) Unit and total cost of the proposed equipnent.

(8) Disposition to be nade of present equi pnent.

(9) Conparison of the equipnent of two or nore manufacturers that
general ly nmeet the requirements of the records maintenance operation invol ved.

(10) Oher factors considered necessary to assure selection of the npst
efficient and econom cal equi pnent.

f. Modul ar/Systens Furniture. Wen replacing traditional office furniture
wi th nodul ar or systens furniture, select furniture conpatible with office
recordkeeping and retirement requirenents. The records mai nt enance equi pnent
associ ated with the nodul ar or systens furniture may require the use of
nonstandard file folders available only froma single nmanufacturer and whi ch may
not fit in standard records retirenment boxes. Correction after the fact is
| abor-intensive and time consum ng

9. Records Maintenance Supplies

a. GCeneral. Records maintenance supplies include all fol ders, guides,
fasteners, |abels, binders, |abel holders, floppy disks, CD ROM disks, video
di sks, microfiche envel opes, m croformenclosures such as reel containers, and
other related supplies used to maintain and service records.

b. Conservation. Reuse folders, guides, and disks after records are
destroyed whenever practicable. To avoid costly replacenents, hanging files and
simlar nonstandard supplies should routinely be reused until no | onger
servi ceabl e. These nonstandard supplies are not appropriate for retirenment due
to cost of replacenent and size restrictions of records retirement boxes.

c. Standard Supplies. Use the records maintenance supplies described bel ow
to maintain letter-size paper records, unless otherw se prescribed by
regul ati ons or approved for use under provisions of paragraph | XD bel ow

(1) Folders
(a) Folder, manila, lightweight (9.5 point) stock. Plain bottom scored
for 3/4 inch expansion. Non-reinforced, straight cut self tab, 1/3 scored. (Use
for records with Iow reference rates.) National Stock Nunmber (NSN): 7530-00-291-
0098
(b) Folder, kraft, nediumweight (11 point) stock. Plain bottom
scored for 3/4 inch expansion. Reinforced, straight cut self tab, 1/3 scored
(Use for records with high reference rates.) NSN 7530-00-663-0031
(2) G@uides. Card, guide, file, pressboard, green, unprinted, self- tab
1/3 cut, 1st, 2d, or 3d positions, wthout |ower projection, 9 1/2 by 11 3/4
i nches.
(a) 1st or 3d Position NSN. 7530-00-988-6515



(b) 2d Position NSN. 7530-00-988-6516(3) Labels. Select and use a
white pressure-sensitive label in a style best suited to an individual office.
Label color no | onger has a functional significance. For file folder |abels
prepared by conventional means, use NSN:. 7530-00-577-4376.

d. Nonstandard Supplies. Submt requests for nonstandard records
mai nt enance supplies with justification through the |ocal records managenent
of ficer for approval prior to initiating supply action
e. Forms. Use the following forns for records mai ntenance and reference
operations:
(1) Optional Form 11, Reference Request-Federal Records Centers.
(2) Optional Form 21, Cross-Reference.
(3) Optional Form 23, Chargeout Record.
(4) Optional Form 24, Shelf File Chargeout Record (Letter Size).
(5) DLA Form 114, Request For and/or Charge-Qut of Records.

10. Records Reference Procedures

a. GCeneral. The effectiveness of any file or file roomoperation can be
judged in large nmeasure by the speed and accuracy wth which requested records
or information can be found and furnished. To the maxi num extent practicabl e,
only personnel trained in records maintenance/ nanagenent responsibilities should
store and wi thdraw records. This saves tine, limts msfiled records, and
provi des control over the records.

b. Subm ssion of Request. In order to | ocate and chargeout the requested
material, get the following information fromthe requestor

(1) Subject or other description of material, and record series
classification, when known.

(2) Nane of witer (organization or individual).

(3) Date of record (specific or approximte).

(4) Requestor's name, organization, |ocation, telephone nunber, and the
dat e.

c. Chargeout Procedures. Prepare a chargeout record and substitute for al
records renoved. Use information entered on the chargeout record to | ocate
records that are renoved and to hold the proper position in the file until the
records are re-filed. Normally, chargeout only the required records (the folder
itself and any other docunents remain in the file). However, in "case" type
filing where docunents are attached to the folder (e.g., official personne
fol ders), chargeout the entire file. (Wen it is necessary to file records in a
file that has been charged out, tenporarily file the records and the chargeout
record in an unlabeled file.)

(1) Unclassified Records, Letter-Size Equi pnent. Use one of the foll ow ng
nmet hods to chargeout unclassified material filed in letter-size equipnent.

(a) Optional Form 23. Use this card-type formto chargeout records for
use within the office maintaining the file. Replace the withdrawn file with the
card with the word "QUT" visible. Wien charged out records are re-filed, line
out the entries on the formand reuse it. Periodically check chargeout cards in
the file to make sure file material is not kept out of the file for excessively
| ong periods. (Note: Use Optional Form 24 to chargeout records from shelf
files.)

(b) DLA Form 114. Use this formto chargeout records for use outside
the office maintaining the record. Hand wite entries on this formas a rule.
This formmay be used as a conbination witten request and chargeout, or to
record and fill verbal requests for records. Attach the top sheet (original) to
t he charged-out record to serve as a cover sheet and to identify the office to
return the record to. Retain the second sheet (first carbon copy) in the file
area and file in a followup or suspense file. Place the bottom sheet (second



carbon copy on card stock) vertically in the filing position fromwhich the
record material is renoved.
(c) Suspense and Followup. Initiate a suspense and fol |l ow up procedure

to provide control over records |oaned outside the file area. Establish a
uniformfollowup tracing tine for charged out material (normally 5 to 10
wor ki ng days). Once the suspense period has el apsed, trace records to prevent
loss. Note results of tracing actions on chargeout card or suspense copy.

(2) Unclassified Records, Non-Letter-Size Equi pment. Use the above
met hods to chargeout records not maintained in letter-size equi pnment, when
feasible. Oherw se devise other appropriate nethods.

(3) Security Cassified Records. Use the procedures in paragraph 10cof
this enclosure to chargeout classified records. Supplement w th procedures
prescribed for the control and receipting of classified materi al

11. Records Disposition

a. Disposition Policy. The instructions in paragraphs 11, 12 of this
encl osure and enclosure 1 govern the disposition of all DLA records.

(1) DLA Records. Retire non-current permanent DLA records and non-
current tenporary DLA records that aren't authorized for retention in current
files areas until eligible for destruction to the designated regi onal or
nati onal Federal Records Center of the National Archives and Records
Adm ni stration unless otherwi se indicated in enclosure 1. Federal Records
Centers and the areas they serve are listed at the end of this enclosure. (Note:
Prior to Septenber 1972, permanent records of all DLA activities were retired to
t he Washi ngton National Records Center.)

(2) Non-DLA Records. Destroy or retire records inherited or transferred
from anot her DoD conponent according to the regul ati ons of the applicable DoD
conponent when no DLA records have been added to the file.

b. Nuclear Test Data Records. The Defense Nucl ear Agency (DNA) is the DoD
executive agent responsible for all matters related to nuclear test prograns and
records disposition. DLA recordkeepi ng standards do not apply to these records.
The following list of nuclear test data records require DNA disposition approval
that may be obtai ned through C

(1) Records of an operational nature documenting inplenmentation of
at nospheric and other nucl ear test prograns, policies, plans and procedures, and
schedul es.

(2) Records pertaining to internal field test adm nistration and
operations including informational copies of correspondence, forns,
publications, etc.

(3) Nuclear weapons effects field test records (notion picture and stil
filnms, oscillogranms, paper charts, and magnetic tapes) on which are recorded raw
or uneval uated data and eval uated data resulting fromthe study of the above
material s, including project |ogs, nmenoranda, graphs, tabulations, reports,
calibration data of filns and/or instrunents, and related records referred to
collectively as "reduced data."

(4) Synoptic neteorol ogy records accunul ated to evaluate, interpret, and
determ ne climatol ogi cal conditions bearing on pretest engineering, test
execution, and posttest contam nation problens.

(5) Projects construction records, including working drawi ngs and
construction specifications, "as-built" draw ngs, shop draw ngs, equi pnment
specifications, site surveys (pretest/posttest), operation and nmai nt enance
manual s, etc., for conpleted project and projects term nated before construction
conpl eti on.

(6) Radiation contam nation control programrecords.

(7) Individual enployee health hazard case files.

(8) Environnental inpact studies and contam nation records.



(9) Radioactive waste di sposal and unpl anned di sposition records.

(10) Logistics and support records including transport, conmunications,
supply, housing, and personnel assignnents.

c. Records Transfer

(1) Transfer of Functions Wthin DLA or DoD. Wen a function is
transferred within DLA or DoD, transfer the current records of the transferred
function to the gaining DLA or DoD activity. Maintain these records as a
separate entity when feasible to preserve their adm nistrative origin. Retire
the transferred function's inactive (cutoff) records that have little or no
reference value to the designated records hol ding area or records center
Furnish a list of records transferred to the gaining activity and a copy of the
Standard Form (SF) 135, Records Transmittal and Receipt, listing the retired
i nactive records to the records managenent official of the gaining DLA or DoD
activity.

(2) Transfer to O her Government Agencies. The National Archives and
Records Administration regul ations authorize the transfer of records from one
Gover nment agency to another when the transfer of records and/or functions is
required by statute, Executive Order, or Presidential reorganization plan, the
records are |oaned for official use, or when the records are transferred to
Federal records centers or the National Archives. Wen these conditions do not
exi st, submt recommendations for transfer to the Director, DLA ATTN. C
I ncl ude a conci se description of the records with an estimte of the volune in
cubic feet, a statement of the restrictions inposed on the use of records, nane
and | ocations of the agency to which the records are to be transferred, and the
reasons for the transfer.

(3) Discontinuance or Change in Status

(a) Discontinuance without Transfer of Functions. Retire records not
aut hori zed for imediate di sposal to the designated Federal records center

(b) Redesignation or Reorgani zation w thout Transfer of Functions. Mke
no changes. Continue records and cut off when appropriate.

(c) Discontinuance, Redesignation, or Reorganization with Transfer of
Functions. Follow procedures in subparagraph (1) above.

d. Specific Disposition Procedures. Use the follow ng procedures for the
cutof f and disposition of records with disposition standards based on specific
time periods unless otherw se indicated in paragraph e bel ow and encl osure 1
The suggested cutoff intervals are mnimumrequirenents; nore frequent cutoff is
aut hori zed when appropriate. The pre-retirenment hol di ng peri ods are nmaxi mum
unl ess an exception has been granted as provided in paragraph F2f
(RESPONSIBILITIES). Retire records earlier when consideration of such factors
as volune, remmining retention period, infrequency of reference, and costs of
retirement so indicates.

(1) One Month. Cut off at the end of the nmonth, hold 1 nonth, then
destroy.

(2) Three Months. Cut off at the end of each quarter, hold 3 nonths,

t hen destroy.

(3) Six Months. Cut off sem annually as of 30 June and 31 Decenber (FY
records as of 31 March and 30 Septenber), hold 6 nonths, then destroy.

(4) One Year. Cut off at end of the calendar or fiscal year, hold 1
year, then destroy.

(5 Two Years. Cut off at end of the cal endar or fiscal year, hold unti
expiration of the 2 year period, then destroy.

(6) Three Years or Mire. Cut off at the end of cal endar or fiscal year
The current policy of Federal Records Centers is to accept records for storage
in the Records Centers only if the records will remain in the Center at |east 1
year before their schedul ed disposition. Federal Records Center Directors wll
eval uate requests for an exception to this policy on an individual basis. The
specific disposition of records nay determ ne where the records may be stored



prior to disposition. The follow ng disposition procedures shall be taken for
each record series:

(a) Activities Wthout Records Holding Area. Cutoff records will be
held 1 year, then retired to the appropriate Federal Records Center, held until
the retention period expires, and then destroyed. |If less than 1 year renains
bef ore schedul ed disposition, hold until the retention period expires, then
destroy.

(b) Activities Wth a Records Holding Area. Cutoff records will be
held 1 year, then transferred to the records hol ding area, held an additiona
year, and then retired to the appropriate Federal Records Center. |If |less than
1 year remai ns before schedul ed di sposition, hold records in the holding area
until the retention period expires, then destroy.

(7) Permanent Records. Pernanent records will be cut off at the end of
cal endar or fiscal year, or event or action, as appropriate, held 2 years and
then retired to the appropriate regi onal Federal Records Center

(8) Small Volune Records. The Records Managenent O ficer can approve
smal | volunmes of records to retained until eligible for disposal or retirenent,
provi ded additional space or equi pnment is not needed.

e. Destruction of Records

(1) GCeneral. Paper records authorized for imredi ate destruction will be
sol d as wastepaper or destroyed.

(2) Unclassified Records. When the weight of unclassified paper records
ready for destruction exceeds 100 pounds (approximately 4 linear feet), contact
the I ocal property reutilization officer who will determine if sale or recycling
is feasible. Wen not feasible, disposition by other neans is authorized.

Uncl assified material is considered destroyed when it is placed in trash
cont ai ners.

(a) For Oficial Use Only (FOUO Records. Destroy FOUO paper records
by tearing each copy into pieces to prevent reconstruction and place in regular
trash containers. Local authorities may direct other methods when | oca
ci rcunst ances or experience indicate this destruction nethod is not sufficiently
protective of the information. However, the additional expense incurred should
be bal anced agai nst the degree of sensitivity of the type of information
contained in the records.

(b) Privacy Act Records. Destroy records containing persona
i nformati on according to requirenments in DLAR 5400. 21

(3) dassified and Regi stered Docunments. Destroy classified unregistered
docunents covered by disposition standards in enclosure 1 and classified
regi stered docunents covered by DLA Supplenment 1 to DoD 5200.1-R in the manner
prescribed in security regulations. Note: Security regulations do not
constitute authority for disposition of security docunents; they only prescribe
t he manner or nethod used to destroy such docunents.

f. Accidental D sposal of Records. |In cases of accidental |oss or
destruction of records by fire or other causes, take the follow ng actions:

(1) Reconstruct as nuch of the |lost or destroyed records as possible. For
exanpl e, reconstruct a permanent record set of publications by replacing with
copies taken fromreference sets or fromstock. Reconstruct other docunentation
fromextra copies or fromother docunentation containing the sane infornmation

(2) Wen reconstruction is not possible, identify the records as |ost or
destroyed docunentation on a records retirenent list at the tine of retirenent
of records of the sane date period to a Federal Records Center. Include a
description of the records and an expl anatory note regarding the accidenta
di sposal of the records.

g. Retirement. Retire non-current records that are not authorized for
retention and destruction in current files areas or records holding areas to the
appropriate Federal Records Center

(1) Retirement of Cassified Records.



(a) GCeneral. Hold security classified records in current files areas
until eligible for disposal or retirement. Do not store in a records hol ding
area unless the storage area neets the security requirements for the storage of
classified records.

(b) CONFI DENTI AL and SECRET Records. Retire records bearing these
security classifications to the appropriate Federal Records Center when eligible
for retirement under the provisions of paragraph d above. Before retiring these
records, review docunents to determn ne whether or not they can be downgraded or
decl assified. Certify classification review on or attach to the SF 135, Records
Transmittal and Receipt Form |ndicate changes reflecting downgradi ng or
decl assification on each docunent as required by Chapter 1V of DoD 5200. 1-R

(c) TOP SECRET Records. Do not retire records classified as TOP SECRET
to a records holding area or to a Federal Records Center until reduced to a
| ower classification

(2) Transfer of Permanent Records to the National Archives. Pernmanent
DLA records are offered to the National Archives for permanent preservation
Normal |y these records flow froma DLA activity to tenporary storage at a
Federal Records Center and ultimately to the National Archives. However, the
foll owi ng cases are exceptions to this procedure:

(a) Collections of historically valuable records maintai ned by DLA.

(b) Audiovisual records.

(c) Electronic records. Wen these records are no | onger needed, they
will be transferred directly to the National Archives, bypassing the FRC. Note:
To ensure preservation, transfer permanent el ectronic records to the Nationa
Archives as soon as they are no | onger needed for current business so they can
be maintained in the proper environnmental storage conditions.

To accomplish transfer of records directly to the National Archives, notify C
and provide a detailed description of the records. C wll prepare the required
docunent ati on (SF 258, Request to Transfer, Approval, and Receipt of Records to
Nati onal Archives of the United States) and coordinate the approval and transfer
of these records. Legal custody of the records passes to the National Archives
when the records are received into storage at a NARA depository.

(3) Separate Retirenents of Permanent and Tenporary Records. Retire
tenporary records separately from pernmanent records, using separate accession
nunbers and separate SF's 135, Records Transnmittal and Recei pt. Never m x
per manent records with tenporary records in a single accession even when there
is less than a full box of permanent records. Hold small vol umes of such records
in the current files area until a cubic foot accunul ates and records can be
retired. Exception: Wien it is unlikely that a permanent series of records wll
accunul ate the cubic foot required for retirenment, records officers can request
approval fromthe Ofice of Federal Records Centers to retire a m xed seri es.

12. Packing and Retiring Records. Follow the procedures described below to
retire records to records hol ding areas and Federal Records Centers.

a. Record Preparation

(1) Renove all nonrecord material and extra copies of records from
official files.

(2) Separate records into series. A series is a block of records with
the sane disposition authority and sane di sposition date. Each 5-digit record
series nunber in enclosure 1 represents one series.

(3) Request an accession nunber for each series. Each accession nust
consi st of at |east one full box. The accession nunber nmay be assigned by the
activity records personnel on a prearranged basis with the Federal Records
Center or assigned by the Records Center if the center operates in this nmanner



b. Shipping Containers and Supplies. Use the following materials to pack
the records for shipment to records holding areas and to Federal Records
Centers.

(1) Standard-size record boxes:

(a) 14 3/4" X 12" X 9 1/2" NSN 8115-00-117- 8249
(tuck bottom
(b) 14 3/4" X 12" X 9 1/2" NSN 8115-00-117- 8344
(2) Speci al - purpose boxes:
(a) Half-size box NSN 8115-00-117- 8338
(14 3/4" x 9 1/2" x 4 7/8")
(b) Magnetic tape box NSN 8115-00-117- 8347
(14 3/4" x 11 3/4" x 11 3/4")
(c) Mecrofiche box NSN 8115- 01- 025- 3254
(14 3/4" x 6 1/2" x 4 1/2")
(3) Filament tape (2 inch) NSN 7510- 00- 159- 4450
(4) SF 135 * NSN 7540- 00- 634- 4093
SF 135a * NSN 7540- 00- 823- 7952

* These fornms are automated and available in PerForm Pro. Use the autonated
format when avail abl e.
c. Packing Procedures
(1) Box Assenbly

(a) Tuck-bottom Box. Fold in one set of 6-inch tabs and then insert
one doubl e-fol ded, 15-inch flap. Repeat the procedure for the opposite side and
press the two 15-inch flaps flat on the inside of the box. This will always be
the bottom of the box. This box has been replaced with the "l ock bottont box
and will be issued as existing GSA stocks are exhaust ed.

(b) Standard Box. Do not interleave the bottomflaps of the box. Fold
the two 12-inch flaps inside, then fold the two 15-inch flaps and apply tape.

(2) Arrangenent. Pack records in an upright position in the boxes so the
original filing arrangenent is retained. Place letter size folders parallel with
the end of the box and | abels facing the front. Place | egal size folders
parallel with the side of the box and | abels facing the left side. Fil
containers to capacity, but do not pack so tightly that future records reference
service is hindered. Wen possible, recall charged-out records before packing
records for retirenent. When charged-out records are not recalled, |eave
adequat e space in the appropriate box to re-file after retirenent.

(3) Partially Filled Containers. Federal Records Centers nornally do not
accept partially filled containers (less than 1 cubic foot). Exception: a
si ngl e accession consisting of nore than one container with only the [ ast box
partially filled. 1In this case the partially filled container will be accepted.
Pack the space between the records and the inner walls of the box with crunpled
or wadded paper or other suitable packing material to prevent novenent of the
contents. Do not use excel sior, shredded paper, waxed paper, additional file
material, or surplus file folders for packing materi al

(4) Labeling Boxes. Wite the following identifying information on the
front of the box (unstapled 12-inch end) with a black felt tip marker making
nunbers at least 1 1/2 inches high. Do not wite on sealing tape nor place tape
over accession or box nunbers.

(a) Accession Number. Wite the accession nunber in the upper |eft
corner of each box in the accession.

(b) Box Number. Nunber boxes consecutively for each accession. Wite
t he nunber in the upper right corner and include the consecutive nunber of the
box, a slash, and the total number of boxes, e.g., 1/25, 2/25, etc.

(c) Wen boxes are held in a RHA and not assigned an accessi on numnber
until year of retirenent, mark a description of the records on the box to assure
t hat boxes do not becone intermingled with other retirenents.



(5) dosing Boxes. Wen boxes contain unclassified records being retired
to a local records holding area or to a local records center, close by
interleaving the top flaps of the box. 1In all other instances, seal the boxes
with filament-reinforced tape

d. Preparation of Transfer Docunents

(1) Retirement to Records Hol ding Areas. When RHA services are provided
by a non-DLA activity, follow the procedures prescribed by that activity. Wen
RHA services are provided by a DLA activity, the |local records managenent
officer will provide instructions for the retirement of records to the RHA. Such
instructions will include requirenent to use SF 135 and SF 135a, Records
Transmittal and Receipt (Continuation Sheet), to docunent transfers of records
to records holding areas in a manner simlar to the methods used in transfers to
Federal Records Centers (subparagraph 2 bel ow).

(2) Retirement to Federal Records Centers (FRC)

(a) Transferring Ofice (Ofice of Record). Conplete an original and
three copies of SF 135, and when necessary, SF 135a for each accessi on being
retired. Include an item zed listing of the contents of each box for both
per manent AND tenporary records and attach to the SF 135. Wien the listing is
made on plain paper, include agency name and accessi on nunber at the top of the
first page. Item zing box contents will enhance future reference service.
Retai n one copy of the SF 135 and file in 110.61; provide the original and two
copies to the records nanagenent officer.

(b) Records Managenment O ficer. Forward the original and one copy of
the SF 135 to the appropriate FRC. (Follow |l ocal procedures.) The FRC wil |
review the SF 135 for conpl eteness and accuracy.

[1] When the transfer is approved, the FRC will return a copy of the
SF 135 authorizing shi pmrent of the boxes. Receipt of the annotated copy
i ndi cates the records may be transferred.

[2] Place one copy of the conmpleted SF 135 in box one of each
accession. When the box is already seal ed, place the copy in an envel ope taped
to the outside of the first container

[3] Arrange for the physical transfer of records to the Records
Center as soon as possible after receipt of the annotated SF 135. Delay in
shi pment of nore than 90 days (120 days for overseas installations) will result
in the cancellation of the accession nunber and return of the original SF 135.
The paperwork will have to be resubnmitted and go through the approval process
agai n, creating del ays.

(c) The FRC matches the boxes against the copy of the SF 135 submtted
with the accession, annotates with a shelf |ocation, and returns the SF 135
after the boxes have been shel ved.

(3) Transfer Docunents for O assified Records. Prepare the transfer
docunents as described in the precedi ng paragraphs for classified records that
are authorized for retirenent (paragraph 11g of this enclosure). In addition
observe the follow ng instructions:

(a) Prepare a separate set of transfer docunents for classified
records.

(b) Avoid including classified information on the SF 135 when possi bl e.
VWhen classified information is shown, classify the SF 135 accordingly.

e. Shi pping Procedures (Uncl assified Records)
(1) Wen records pick up service is not provided by designated FRC

records may be sent by mail, United Parcel Service (UPS), or common carrier. Use
t he nost econoni cal means of shipment. For snmaller shipnents (less than 24
boxes), mail or UPS is nost economical. For |arger shipnments, ship by conmon
carrier.

(2) Unclassified records shipped by common carrier will be handled in the
same manner as other commercial shipnments. To get a lower tariff rate for
of fice records, put the follow ng statement on bills of |ading or other shipping



docunents: "The agreed or declared value of this property is hereby stated by

t he shipper not to exceed 3.5 cents per pound.”™ 1In addition, give the follow ng
commodi ty description on the bill of lading: "Records, office, old, in boxes,
securely protected against opening in transit."

(3) Seal boxes with filanent tape; do not tape over the accessi on nunber
or the agency box nunbers. Stencil or |abel each box to show clearly the name
and address of the shipper, designation and address of the receiving Records
Center, gross weight, outside cubic neasurenent, and box nunber. (A shipping
box filled to capacity wei ghs approxi mately 25-35 pounds. The outside cubic
measurenent of the box is 1 cubic foot.) Place the stencil or |abel on the top
of the box after the box has been seal ed.

f. Packing and Shipping Cassified Records. 1In addition to the packing and
shi ppi ng procedures specified above, follow these additional procedures in
maki ng shi pments of security classified records. Note: Nothing in this
instruction is intended to supersede or conprom se current security directives
or regul ations issued by HQ DLA or higher authority. In the event of conflicting
gui dance, follow the governing security directive.

(1) Small quantities of SECRET or CONFI DENTI AL records (less than one
box) will not be accepted by the Federal Records Center. Wen SECRET or
CONFI DENTI AL records are of sufficient volune to be transferred to a Federa
Records Center, prepare the box in the follow ng manner: Divide the contents in
half. Wap each half with heavy brown paper and seal with tape. Mark the
out si de of each w apped package with the address of the FRC, classification, and
any applicable special instructions. Place these packages in the shipping box,
seal , and address (include conplete address of the FRC and return address of the
sender). Do not indicate that the contents are classified on the outside of the
shi ppi ng box.

(2) Ship records classified SECRET or CONFI DENTI AL and records containing
cryptographic material in accordance with DoD Regul ati on 5200. 1-R

g. Recall of Records from Federal Records Centers

(1) Use Optional Form 11, Reference Request-Federal Records Center, to
recal |l agency records retired into the FRC system

(a) Include the accession nunber, box nunber, |ocation, and nature of
service. This information is on retai ned copies of SF 135.

(b) Retain the mddle copy as a suspense copy. Send all copies when
requested records are security classified.

(c) Use a separate OF 11 for each fol der or box requested.

(d) Make a notation in "Remarks" section when records are being
requested under the provisions of the Freedom of Information Act or the Privacy
Act to ensure priority handling.

(2) Records may be recalled electronically using the Center Information
Processing System (CIPS). Activities desiring access to this system should
contact the director of the Federal Records Center serving the Activity's
records for information and technical assistance.

(3) Return recalled itenms in original folders or containers to allow
accurate re-filing. Wien a container is unusable for shipnent, copy al
information fromits front onto the front of its replacenent.

h. Liaison with Federal Records Centers. Direct contact with FRC
representatives is encouraged. Most problenms can be resol ved by infornal
contacts; however, do not substitute informal negotiations for the requirenents
of formal docunentation specified in this instruction

13. Records Hol ding Area (RHA)

a. Establishment. Records holding areas nmay be established at a DLA
primary level field activity or at a subordinate activity provided:



(1) It is not feasible to arrange for joint use of a RHA as provided in
par agraph b bel ow.

(2) The activity has an annual accunul ation of 100 or nore cubic feet of
records having a retention period of three or nore years.

(3) A determination has been made that retiring records directly from
current files areas to the nearest Federal Records Center after reasonable
hol di ng periods (normally not in excess of three years) woul d adversely affect
current operations and/or otherw se be too costly when conpared to hol ding the
records locally.

b. Joint Use of RHA

(1) Were two or nore DLA activities are at a single |location and the
criteria for establishing a RHA are net, a single RHA will be established for
joint use by all DLA activities at that |ocation

(2) A RHA operated by a DLA activity may provide services to non-DLA
activities under terns of service agreements. However, the non-DLA activity
will retain responsibility for assuring proper disposition of its records.
Conversely, DLA activities may use a RHA operated by a non-DLA activity under
terns of a service agreenent. The DLA activity is responsible for assuring that
di sposition of DLA records is in accordance with the requirements of this
i nstruction.

c. Exceptions. Subnmt requests for exceptions to the criteria for RHAs in
par agraphs a and b above to HQ DLA, ATTN. C

d. Space. Use warehouse, basenment, or other space not suitable for offices
for records holding areas. Wen this type of space is not avail able, DLA
activity comanders may approve use of office space. However, before allocating
of fice space for RHA purposes, the cost of maintaining inactive records in
expensi ve of fice space versus the | ow costs for storage at Federal Records
Centers shoul d be consi dered.

e. Shelving. Use open steel shelving of the type manufactured by the
Federal Prison Industries, Inc., for storing records boxes in records hol ding
areas. Select units with 10 shel ves, each shelf 42 inches w de by 30 inches deep
with an 11-inch cl earance between shelves unless ceiling height or floor |oad
capacity dictate otherw se
DI RECTOCRY OF NARA RECORDS CENTER FACI LI TI ES
O fice of Regional Records Services
Ri chard L. d aypool e, Assistant Archivist
Nat i onal Archives at Col |l ege Park
Room 3600
8601 Adel phi Road
Col | ege Park, Maryland 20740-6001
Tel ephone: 301-713-7200
Fax: 301-713-7205
Nat i onal Archives and Records Admi nistration - Northeast Region
Di ane LeBl anc, Regional Adm nistrator
Frederick C. Murphy Federal Center
380 Trapel o Road
Wal t ham Massachusetts 02452-6399
Tel ephone: 781-647-8745
Fax: 781-647-8088
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Frederick C. Murphy Federal Center
380 Trapel o Road

Wal t ham Massachusetts 02452-6399
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E-mai |l : center @al t ham nar a. gov

Area served: Connecticut, Mine, Massachusetts, New Hanpshire, Rhode Isl and,
Ver nont

NARA' s Northeast Region (Pittsfield)

10 Conte Drive

Pittsfield, Massachusetts 01201-8230

Tel ephone: 413-445-6885

Fax: 413-445-7305

E-mail: archi ves@ittsfield. nara. gov

Area served: Sel ected Federal agencies nationw de

Nat i onal Archives and Records Administration - Md Atlantic Region
James Muat, Regi onal Admi nistrator

14700 Townsend Road

Phi | adel phi a, Pennsyl vani a 19154- 1096

Tel ephone: 215-671-9027

Fax: 215-671-8001

E-mail: center @hilfrc. nara. gov

Area served: Del aware, Pennsylvania, and Federal courts in Del aware, Maryl and,
Pennsyl vania, Virginia, and West Virginia

Nat i onal Archives and Records Admi nistration - Southeast Region
James J. McSweeney, Regi onal Adm nistrator

1557 St. Joseph Avenue

East Poi nt, Georgia 30344-2593

Tel ephone: 404-763-7474

Fax: 404-763-7059

E-mai |l : center @tl ant a. nara. gov

Area served: Al abamm, Florida, Ceorgia, Kentucky, M ssissippi, North Carolina,
Sout h Carolina, Tennessee

Nati onal Archives and Records Admi nistration - Geat Lakes Regi on
Davi d Kuehl, Regi onal Adm nistrator

7358 Sout h Pul aski Road

Chi cago, Illinois 60629-5898

Tel ephone: 773-581-7816

Fax: 312-886-7883

E-mai | : center @hi cago. nara. gov

GREAT LAKES REQ ON FACI LI TI ES:

NARA' s Great Lakes Regi on (Chi cago)

7358 Sout h Pul aski Road

Chi cago, Illinois 60629-5898

Tel ephone: 773-581-7816

Fax: 312-886- 7883

E-mai | : center @hi cago. nara. gov

Area served: Illinois, Mnnesota, and Wsconsin, and Federal courts in Illinois,

I ndi ana, M chi gan, M nnesota, Onhio, and W sconsin.

NARA' s Great Lakes Regi on (Dayton)

3150 Springboro Road

Dayt on, Chi o 45439-1883

Tel ephone: 937-225-2852

Fax: 937-225-7236

E-mai | : cent er @ayt on. nar a. gov

Area served: Chio, Indiana, and M chigan, except Federal courts in Chio,
I ndi ana, and M chi gan

Nati onal Archives and Records Administration - Central Plains Regi on
Reed Wit aker, Regional Adm nistrator

2312 East Banni ster Road

Kansas GCty, Mssouri 64131-3011

Tel ephone: 816-926- 6920



Fax: 816-926- 6982

E-mai | : cent er @ansascity. nara. gov

CENTRAL PLAI NS REG ON FACI LI TI ES:

NARA's Central Plains Region (Kansas City)

2312 East Banni ster Road

Kansas GCty, Mssouri 64131-3011

Tel ephone: 816-926- 6920

Fax: 816-926- 6982

E-mai | : cent er @ansascity. nara. gov

Area served: lowa, Kansas, M ssouri, Nebraska

NARA's Central Plains Region (Lee's Sunmit)

200 Space Center Drive

Lee's Sunmit, M ssouri 64064-1182

Tel ephone: 816-478- 7089

Fax: 816-478-7623

E-mai |l : el ai ne. chri stopher @ccave. nar a. gov

Area served: New Jersey, New York, Puerto Rico, the U S. Virgin Islands, and for
nost of the Departnent of Veterans Affairs

Nat i onal Archives and Records Admi nistration - Southwest Region
Kent Carter, Regional Adm nistrator

501 West Felix Street, Building 1

Fort Worth, Texas 76115-3405

P. O Box 6216

Fort Worth, Texas 76115-0216

Tel ephone: 817-334-5515

Fax: 817-334-5621

E-mail: center @tworth. nara. gov

Area served: Arkansas, Louisiana, Okl ahoma, Texas

Nati onal Archives and Records Admi nistration - Rocky Muntain Region
Robert Svenni ngsen, Regional Admni nistrator

Denver Federal Center, Building 48

Denver, Col orado 80225

P. O Box 25307

Denver, Col orado 80225- 0307

Tel ephone: 303-236-0801

Fax: 303-236-9297

E-mai |l : center @enver.

nara.gov Area served: Col orado, Mntana, New Mexico, North Dakota, South Dakot a,
Ut ah, Wom ng

Nat i onal Archives and Records Administration - Pacific Region
Shar on Roadway, Regi onal Admi nistrator

1000 Conmodore Drive

San Bruno, California 94066-2350

Tel ephone: 650-876-9249

Fax: 650-876- 0920

E-mai | : sharon. r oadway @anbr uno. nar a. gov

PACI FI C REG ON FACI LI TI ES:

NARA' s Paci fic Regi on (Laguna N guel)

24000 Avila Road

1st Fl oor-East Entrance

Laguna Ni guel, California 92677-3497

P.O Box 6719

Laguna Ni guel, California 92607-6719

Tel ephone: 949- 360- 2618

Fax: 949-360- 2624

E-mai | : center @aguna. nar a. gov

Area served: Arizona, southern California, and C ark County, Nevada



NARA' s Pacific Region (San Franci sco)
1000 Conmodore Drive
San Bruno, California 94066-2350
Tel ephone: 650-876-9015
Fax: 650-876-0920
E-mai | : center @anbruno. nara. gov
Area served: Northern California, Nevada (except Cark County), and sel ected
Federal agencies in Hawaii and the Pacific Ccean area
Nati onal Archives and Records Admi nistration - Pacific Al aska Region
St even Edwards, Regional Admi nistrator
6125 Sand Poi nt Way NE
Seattl e, Washi ngton 98115-7999
Tel ephone: 206-526- 6501
Fax: 206-526-6545
E-mail: center @eattl e. nara. gov
Area served: |daho, Oregon, Washington, and sel ected Federal agencies in Al aska,
Hawai i, and the Pacific Ccean area
Nati onal Archives & Records Administration - National Personnel Records Center
David L. Petree, Director
9700 Page Avenue
St. Louis, Mssouri 63132-5100
Tel ephone: 314-538-4201
Fax: 314-538-4005
E-mail: center @tl oui s. nara. gov
NATI ONAL PERSONNEL RECCORDS CENTER FACI LI Tl ES:
NARA' s National Personnel Records Center (Civilian Personnel Records)
111 Wnnebago Street
St. Louis, Mssouri 63118-4199
Tel ephone: 314-425-5722
Fax: 314-425-5719
E-mai |l : center @pr. nara. gov
NARA' s National Personnel Records Center (Mlitary Personnel Records)
9700 Page Avenue
St. Louis, Mssouri 63132-5100
Tel ephone: 314-538-4247
Fax: 314-538-4005
E-mail: center @tl oui s. nara. gov
Nat i onal Archives and Records Admi nistration - Washi ngton National Records
Cent er
Ferris E. Stovel, Director
4205 Suitland Road
Sui tl and, Maryl and 20746- 8001
Tel ephone: 301-457-7000
E-mail: center @uitl and. nara. gov
Fax: 301-457-7117
Area served: Washington, DC, area, Maryland, Virginia, Wst Virginia, and arned
forces worl dwi de, except records of the Federal courts of Mryland, Virginia,
and West Virginia.
Encl 3
DLAI 5015.1

SUPPLEMENTAL RECORDS MANAGEMENT APPLI CATI ON ( RVA)
FUNCTI ONAL REQUI REMENTS

FUNCTI ONAL REQUI REMENTS. When el ectronic records managenent systens are used to
create, use or store the RECORD COPY of documents or data files the follow ng
functional requirenents shall be inplenmented, as applicable, by the



organi zati on, but not necessarily by the RMA. These requirenents are in addition
to the m ni num mandatory requirenents for RMA's provided in DoD STD 5015. 2,
Department of Defense Design Criteria Standard for Records Managenent
Application Functional Baseline Requirenents.

1. ELECTRONI C CALENDARS AND TASK LI STS. These sonetines qualify as
organi zati onal records. Wen the RVMA bei ng acquired does not have the capability
to extract themfromthe software application that generates them internedi ate
procedures shall be inplenented to enable those records to be nanaged by the
RVA.

2. EXTERNAL E-MAI L. Sone organizations use separate E-mail systens for
internet E-mail or other wide area network E-mail. These records shall be
handl ed as any other E-nmail records in the RVA

3. ABILITY TO READ AND PROCESS RECORDS. Since RMAs are prohibited from
altering the format of stored records, the organization shall ensure that it has
the ability to view, copy, print, and when appropriate, process any record
stored in RMAs, in its original format, for as long as that record nmust be
retai ned. The organi zation may neet this requirement by (1) maintaining the
har dware and/ or software used to create or capture the record, (2)maintaining
har dwar e and/ or software capable of viewing the record in its native format, (3)
ensuri ng backwards conpatibility when hardware and/or software is updated, or
(4) mgrating the record to a new format before the old format becones obsol ete.
Any migration shall be controlled in order to ensure continued reliability of
the record and shall be in accordance w th gui dance provided in the DoD
Aut omat ed Docunent Conversion Master Plan

4. CLASSI FI ED AND OTHER SENSI TI VE RECORDS. Wen required, the acquisition
activity shall specify requirenents and/or acquire additional capabilities for
t he managenent of security classified records, records that contain Privacy Act
i nformati on, records exenpt fromFO A, or any other records that require special
access control or handling. The using organization shall inplenment special
procedures to conmply with [ egal and regul atory requirenents for those records.

Encl 4
DLAlI 5015.1

M CROGRAPHI CS
1. Ceneral

a. The use of mcrographic technology is encouraged when econom c anal ysi s
indicates that it will decrease the cost or inprove productivity of existing or
pl anned systens.

b. A mcroformsystem nust show cost savings or other benefits that offset
the cost.

c. Existing approved m crof orm systens need not be changed to neet the
requirenents of this directive. However, systens nust be eval uated periodically
to find out whether converting to the requirenents of this instruction is
f easi bl e.

d. Mecrofilmng operations, commitnment to purchase or |ease equi pnent, or
to contract for any services will not be effected until the m croformsystem
proposal is approved by Cl

e. Procurenment of equipnent, supplies, and services related to
m cropublishing will be in accordance with DLAI 5330. 1.



f. Only those mcroformformats authorized in ML-STD 399a, M crof orm
Formats, w |l be used.

2. Devel oping a M crographic System

a. Performa Feasibility Study. To find out the feasibility of setting up a
m cr of orm based storage and retrieval system many facts nust be gathered and
anal yzed. The present system nust be studied and decisions nade to find out if a
m crof orm systemwi || support the information systemneeds of the office. The
i nformation needed to make these decisions nust be tailored to each m croform
system application or proposal. Use DLA Form 1702, Mcroform System Feasibility
Study, to describe the present system Gather such information as:

(1) The title of the record series, record series nunber, inclusive dates
of the material, and highest security classification

(2) Physical characteristics such as docunment size and form e.g.
sheets, 3- by 5-inch cards, 11- by 14-inch conputer printouts; include |ength of
| ongest docunent .

(3) The file arrangenent of the documents (nunerical, alphabetical, or
chronol ogi cal ) and whether it is centralized or decentralized.

(4) The extent to which duplicate records are kept, including the volune
and | ocation, and whether the m crof orm system under consideration is conpatible
with the duplicate records.

(5) Primary producers of docunments or data and their |ocation

(6) Indexing neans used to identify docunents or information (title,
nunber, case, organization, author, or other descriptors).

(7) Size of data base. Show volune on hand, in cubic feet. If text,
estimate the nunber of docunents in each series and the average nunber of pages
in each docunent. |f data, show the average nunber of characters or lines.

(8) File activity. Estimate the weekly, nmonthly, and annual accumul ation
of each series, in cubic feet.

(9) User needs. Determine the nunber and | ocation of the offices using
the informati on and any distribution copy needs. Talk with the users and find
out any special needs they may have, such as posting or naking annotations on
t he docunents. Consider present reproduction and distribution costs.

(10) Update needs. Deternm ne how many and how often updates, changes,
revisions, or interfiles are needed. |nclude estinmated nunber of updates or
ot her changes per day, week, or nonth, or at other intervals.

(11) Faults of present system Study the present system and identify
faults. Show problenms or shortcom ngs of the present system Find out if the
faults can be renoved or inproved by a mcroformsystem or changing the present
system such as better indexing, storage, and retrieval equipnent.

(12) Personnel costs. List personnel (by nunmber and grade) now used in
prefile procedures to sort, sequence, or index. List personnel used to store and

retrieve docunents, i.e., file, update, retrieve, copy, and di spose of
docunents. List supervisory personnel. Show full-time or part-time mlitary or
civilian personnel . Use this information to find yearly personnel costs of the

present system

(13) Equi pment costs. Check the nunber and type of filing containers
(secured and nonsecured filing cabinets, card files, open shelf files, and map
drawers) needed to store the docunents or information. Use this information to
find yearly equi pnent costs of the present system

(14) Supply costs. Deternmine the yearly cost of supplies used in the
present system

(15) Space and other needs. Determine the cost of floor space and any
other costs to store and retrieve docunentati on or information



b. Based on findings of DLA Form 1702, anal yze the data and use paragraph
7a, Potential Benefits and Limtations of Mcroform Systens, as a guide to
determ ne whether a microformsystemis feasible.

c. Cost Analysis. Conparing tangible costs is the easiest method of
presenting a cost/benefit analysis. By assigning dollar values to represent the
costs of both systenms and the benefits to be obtained fromthe proposed system
it is possible to derive conparable costs, new savings, or cost avoi dance
figures.

(1) Direct labor costs are calculated on the basis of total hours
required to operate the present information facilities and those estimated to
operate a proposed mcrofil msystem The total hours are converted to dollars
usi ng appropriate average hourly wage rates paid to various types of the direct
| abor costs; for exanple, 10 percent represents supervisory costs and 7 1/2
percent represents health and retirenent benefits CGovernnment enpl oyees receive.

(2) Equi pnent costs include purchases (anortized), rentals, and
mai nt enance expressed in dollars and converted to annual rates, as appropriate,
to match other cost categories.

(3) Supply and other costs include the costs of all film film
processi ng, reader-print paper and chemcals, cartridges, projection |anps,
| abels, and file folders.

(4) Wen considered appropriate, additional costs expressed as a
percentage of the total shown as "Qther Overhead" can be added to this to
represent costs such as space, nmanagenent services, and heat and light. This
overhead figure can represent part of the intangi ble costs of the present and
proposed systens.

(5) It is nmore difficult to conpute dollar benefits that can be derived
fromthe installation of a microfilmsystem Dollar benefits are often
i ntangi bl e, such as faster retrieval of information, greater use of the data
base, and better service to the users. There could be even be intangible costs
of the present systemthat m ght not have been included in the overhead
percentage, for exanple, estimated costs of "can't finds" or other costs
associated with the lack of retrieval of needed informati on because of system
deficiencies. Wen intangible costs are included, they should be added to the
total cost of the present system

d. Prepare and Submit the System Proposa

(1) Wen preparing DLA Form 1702a, M crof orm System Proposal, furnish
information that will permt a clear understanding of the proposed system When
appropriate, attach sanple copies of docunents, studies, flow charts, cost
anal yses or other supporting information

(2) Wen a test is planned, indicate objectives and limtations of the
test. Prior approval is required fromCl. The test period will not exceed 5
nmont hs, and equi prent will be | eased, not purchased for the systemduring the
test period. Submt copies of any progress and final reports of the test
systens to C.

(3) Wen an interface with ADP is contenpl ated submt in accordance with
DLAR 4710.1, Management of Autonated Data Processing/ Tel eprocessing (ADP/ T)
Resource Acquisition, enclose the information required for the m crographic
system proposal, and provide Cl a copy of the entire proposal

3. Evaluation and Approval of Proposed M crographics Systens

a. The Heads of DLA PLFAs will:
(1) Ensure that the information in the proposal is accurate and conplete,
and that the techni ques and equi pnent proposed for the systemare practical
(2) Determ ne whether any of the operations required for the proposed
system coul d be acconplished by sharing the use of existing approved equi pnent
and facilities.



(3) Ensure that coordination of the proposal has been acconplished wth
all elenments that mght be affected by, or interested in, the inplenentation of
t he system

(4) Forward the proposal to CI for approval.

(5) Return inconmplete proposals to the initiating activity with an
appropriate explanation.

(6) Miintain an inventory of approved nicrographic systens and equi prent.

b. A wll:

(1) Evaluate and approve or disapprove the use of m crographic systens
based on:

(a) Policy and requirenents affecting the creation, maintenance, and
di sposition of Federal records.

(b) Information furnished in the proposal (soundness of system
sel ection of equi pment, nethod of acconplishnment, and economi cs).

(c) Coordination and the conments of activities that have either a
functional interest in the systemor a responsibility to support the
i npl enentati on of the system

(2) Assign a systemcontrol nunber to each approved system The control
nunber will contain the activity synbol, the last two digits of the cal endar
year, and a sequential control nunber beginning with "1" for each cal endar year,
e.g., DASC 98-1, DASC 98-2.

(3) Return disapproved proposals with an appropriate explanation.

(4) Miintain an inventory of all mcrographic systens.

c. Procuring McroformEqui prent. Before initiating procurenent actions
for equi pnent in an approved system consider:

(1) Sharing use of existing DLA-operated equi prment.

(2) Obtaining mcrofilmng services froma comercial source.

(3) Lease of equipnment with option to purchase, particularly for short-
termuse and for systens subject to change that may require correspondi ng
changes to equipnent. In these instances, a service contract to acconplish the
film ng and/ or processing may be nore econonical than either purchasing or
| easi ng t he equi prent .

(4) Maintenance contracts on purchased equi prment.

d. Changi ng an Approved M crographic System Wen any major change is
cont enpl at ed, advance approval must be obtained from C . Proposed changes are to
be prepared and submitted in the same nunber as the initial proposal. Mjor
changes i ncl ude proposals to:

(1) Discontinue in-service operations and contract for services with a
comercial firmor vice-versa.

(2) Take over an approved system from anot her activity.

(3) Change, add to, or discontinue any docunentati on or indexes approved
for the system

(4) Change the disposition criteria for any docunentation in the system

(5) Change the format of the converted docunentati on.

(6) Obtain equipnment or equi prent nodifications not originally approved
for the system

e. Cancellation of an Approved System To cancel an approved m crographic
system notify CI through the Records Managenent O ficer (RMD), by letter and
i ncl ude the foll ow ng:

(1) Date of cancellation.

(2) Reasons for cancell ation.

(3) Disposition of the docunentation.

(4) Disposition of the equi prent approved for the system

4. (Operation of M crographic Systens

a. Safeguarding dassified Information



(1) Requirenents applicable to the security of classified information in
m crographic systens are generally the sane as those applicable to classified
information in other forms. However, there are special requirenments, Government
mar ki ng and reproduction. DoD 5200.1-R, Information Security Program Regul ati on,
wi th DLA Supplenment 1, is pertinent to these requirenents.

(2) Use the services available fromDLA and other DoD or GSA facilities
as far as practical. Use commercial firms only when they have been cl eared and
aut hori zed to handle classified informati on in accordance with DoD 5220.22-R
Industrial Security Regul ation

(3) Review each classified record before including it in the systemto
ensure that all possible downgradi ng and decl assi fying actions have been
conpl et ed.

b. Disposition Authorization. The approved retention period for tenporary
records shall be applied to m crof orm copies of such records. The origina
records shall be destroyed upon verification of the mcrofilm unless |ega
requi renents preclude early destruction of the originals. For permanent records,
activities nmust arrange to schedul e the disposition of both source docunents
(originals) and mcrofornms by submtting a request for approval of a new record
series to Cl. C wll reviewthe request and prepare SF 115, Request for Records
Di sposition Authority, for approval by NARA Source docunments may not be
di sposed of before NARA authorization is received.

c. Preparatory Steps

(1) The integrity of the original records authorized for disposal shal
be mai ntai ned by ensuring that the mcrofornms are adequate substitutes for the
original records and serve the purpose for which such records were created or
mai nt ai ned. Copi es shall be conplete and contain all information shown on the
originals.

(2) The records shall be arranged, identified, and i ndexed so that any
particul ar docunent or conponent of the records can be | ocated. Each m croform
roll or fiche shall include accurate titling information on a titling target or
header. At a minimum the titling information shall include the nane of the
agency and organi zation; the title of the records; the nunmber or identifier for
each unit of film the security classification, if any; and the inclusive dates,
nanes, or other data identifying the records to be included on a unit of film
For fiche, conplete titling information may be placed as a mcroimage in frame 1
when the information will not fit on the header

(3) Each microformshall contain an identification target show ng the
date of film ng. Wen necessary to give the filmcopy better |egal standing, the
target shall also identify the person authorizing the mcrofilmng. See
ANSI / Al'l M MB19-1987 for standards for identification targets.

(4) The following formats are mandatory standards for mcrofornmns.

(a) Roll film

[1] Source docunents. The formats described in ANSI/AIIM M514-1988

nmust be used for microfil mng source docunents on 16nmand 35mmroll film A
reduction ratio of 1:24 is reconmended for typewitten or correspondence types
of docunents. See ANSI/AlIIM M523-1991 for determ ning the appropriate reduction
ratio and format for neeting the inmage quality requirenents. Wien mcrofil m ng
on 35mm filmfor aperture card applications, the format dinensions in AllM M532-
1987, Table 1 are mandatory, the aperture card format "D Aperture” shown in
ANSI / Al | M MB41-41-1988, nust be used. The conponents of the aperture card,
i ncludi ng the paper and adhesive, must conformto the requirenments of ANSI
[ T9.2-1991. The 35mmfilmused in the aperture card application nmust conformto
filmdesignated as LE500 i n ANSI/NAPM I T9. 1-1992.

[2] COM Computer output microfilm(COVM generated i mages shall be the
si mpl ex node described in ANSI/AII M M514-1988 at an effective ratio of 1:24 or
1: 48 dependi ng upon the application



(b) Mcrofiche. For microfilmng source docunents or conputer generated
information (COM on mcrofiche, the appropriate formats and reduction ratios
prescribed in ANSI/AIIM MS5-1990 nust be used as specified for the size and
quality of the docunments being filmed. See ANSI/AIlM M523- 1991 for determ ning
the appropriate reduction ratio and format for neeting the imge quality
requi renents.

(5) I'ndex placenent

(a) Source docunents. When filmng original (source) docunents, al
i ndexes, registers, or other finding aids, if mcrofilned, shall be placed
either in the first frames of the first roll of filmor in the last frames of
the last roll of filmof a series or in the last frames of the |last mcrofiche
or microfilmjacket of a series.

(b) COM Computer-generated m croforns shall have the indexes foll ow ng
the data on a roll of filmor in the last franes of a single mcrofiche, or the
last frames of the last fiche in a series. ther index |ocations may be used
only when dictated by special system constraints.

d. Mcrofilmng Permanent Records.

(1) Authorized Production. Wien records with a permanent retention period
are mcrofilnmed, unless C or the PLFA RMO approves ot herw se, only the
foll owi ng production is authorized:

(a) One canera naster silver negative, and produced fromit:

[1] One silver positive print.
[2] One diazo copy for internal use or further reproduction purposes.

(b) One silver negative filmreproduced fromthe silver positive film

(2) Filmstock standards. Only pol yester-based silver gelatin type film
that conforns to ANSI 1T9.1-1992 nmust be used in all applications.

(3) Processing standards. Mcrofornms shall be processed so that the
residual thiosulfate ion concentration will not exceed 0.014 granms per square
meter in accordance with ANSI 1T9.1-1989. Processing shall be accordance with
processi ng procedures in ANSI/AI I M M1-1988 and MsS23-1983.

(4) Quality standards

(a) Resol ution-Source docunents. The method for determ ning mnimum
resol ution on mcroforms of source docunents shall conformto the Quality |ndex
Met hod for determ ning resolution and antici pated | osses when duplicating as
described in ANSI/AIl M M523-1983 and M543-1988. Resol ution tests shall be
performed using a NI ST-SRM 1010a, M crocopy Resol ution Test Chart (a calibrated
and certified photographic reproduction) as specified in |1SO 3334-1989 (the
standard practice for using the test chart), and the patterns will be read
followi ng the instructions of |1SO 3334-1989. The character used to determ ne the
hei ght used in the Quality Index fornula shall be the smallest character used to
display information. A Quality Index of five is required at the third generation
| evel .

(b) Resolution-COM Conputer output mcrofornms shall neet the
requi renents of ANSI/AlIIM M51-1988.

(c) Background density of images. The background | SO standard vi sua
di ffuse transm ssion density on mcroforms shall be appropriate to the type of
docunents being filmed. The procedure for density nmeasurenment is described in
ANSI / Al | M M523-1983 and the densitoneter shall be in accordance with ANSI/| SO
5/ 3-1984, for spectral conditions and ANSI/I SO 5/2-1985, for geonetric
conditions for transm ssion density.

(d) Base plus fog density of films. The base plus fog density of
unexposed, processed filnms should not exceed 0.10. When a tinted base filmis
used, the density will be increased.

(e) Line or Stroke Wdth. Due to optical limtations in nost
phot ographic systens, filminages of thin |ines appearing in the origina
docunent will tend to fill in as a function of their width and density.

Therefore, as the reduction ratio of a given systemis increased, the background



density shall be reduced as needed to ensure that the copies produced wll
contain | egible characters.

e. Mcrofilmng Tenporary Records. Wen records with a tenporary retention
period are mcrofilmed, the following filmand i mage requirenments apply.

(1) Tenporary records with a retention period over 99 years. Follow the
filmand i mage requirenents in the precedi ng paragraphs.

(2) O her tenporary records. Select an appropriate filmstock that ensures
the preservation of the mcroforns for their full retention period. Consult
appropriate ANSI standards or nmanufacturer's instructions.

f. Storage

(1) Permanent records. The extended term storage conditions specified in
ANSI [T9.11-1991 and ANSI [T9.2-1991, are required for storing pernmanent and
unschedul ed m croformrecords, except that the relative humdity of the storage
area must be a constant 35% RH, plus or mnus 5% Non-silver copies of pernmanent
or unschedul ed m crofornms nmust not be stored in the sane storage area as silver
gelatin originals or duplicate copies.

(2) Tenporary records. Tenporary mcroformrecords nmust be stored under
conditions that will ensure their preservation for their full retention period.
ANSI 1T9.11-1991 and ANSI |T9.2-1991 should be consulted to determ ne
appropriate storage conditions; however, NARA does not make this mandatory.

g. Inspection

(1) Permanent records.

(a) Master filns of permanent record microforms and records mcrofil med
to di spose of the original record and master filns of permanent records created
on mcrofilmnmust be inspected when 2 years old and, until they are transferred
to a Federal records center or to the National Archives, every 2 years
thereafter. The inspection nust be nmade in accordance with ANSI/AlI I M M545-1990.

(b) Mecrofornms cannot be accepted for deposit with the Nationa
Archives until the first inspection (occurring after the mcroforns are 2 years
ol d) has been perforned. Permanent mcroforns nmay be transferred to a Federa
records center only after performance of the first inspection or certification
that the mcroforns will be inspected when they becone 2 years ol d.

(c) To facilitate inspection, an inventory of mcrofilmnust be
mai nt ai ned, |isting each m croform series/publication by production date,
producer, processor, format, and results of previous inspections.

(d) The elenents of the inspection shall consist of:

[1] An inspection for aging blem shes followi ng the guidelines in the
ANSI/ Al | M MB45- 1990.

[2] A rereading of resolution tests targets.

[3] A reneasurenment of density.

[4] Acertification of the environmental conditions under which the
m crof orns are stored.

(e) An inspection report nust be prepared, and a copy nust be furnished
to NARA. The inspection report nmust contain a sunmary of the inspection
findings, including:

[1] A list of batches by year that includes the identification
nunbers of microfilmrolls and microfiche in each batch

[2] The quantity of mcroforns inspected.

[3] An assessnent of the overall condition of the mcroforns.

[4] A summary of any defects discovered, e.g., redox blem shes or
base deformati on.

[5] A summary of corrective action taken

(f) The inspection report nmust also contain a detailed inspection |og
created during the inspection that contains the follow ng information

[1] A conplete description of all records inspected (title; roll or
fiche nunber or other unique identifier for each unit of filminspected;



security classification, if any; and inclusive dates, nanes, or other data
identifying the records on the unit of film.

[2] The date of inspection.

[3] The elenments of inspection

[4] Any defects uncovered.

[5] Corrective action taken

(g) An activity having in its custody a naster microformthat is
deteriorating, as shown in the inspection, shall prepare a silver duplicate to
repl ace the deteriorating nmaster. The duplicate filmw Il be subject to the 2-
year inspection requirenment before transfer to a Federal Records Center or to
the National Archives.

(h) Inspection nmust be performed in an environnentally controlled area
in accordance with ANSI/AlIl M M545-1990.

(i) Activities are responsible for the inspection of activity mcrofilm
records transferred to Federal Records Centers.

(2) Tenporary records. Inspection by sanpling procedures described in the
precedi ng paragraphs is reconmended for tenporary records, but not required.

h. Disposition. The disposition of mcrofilmrecords shall be carried out
in the same manner prescribed for other types of records with the follow ng
addi ti onal requirements for permanent records:

(1) The silver gelatin original, (or duplicate silver gelatin mcroform
record created in accordance with 3d(2) plus one m croformcopy of each
per manent record mcrofilmed by an activity nust be transferred to an approved
activity records center, to a Federal Records Center, or the National Archives,
at the tinme that the records are to be transferred, in accordance with this
i nstruction, SF 258, or other authorization for transfer. Non-silver copies mnust
be packaged separately fromthe silver gelatin original or silver duplicate
m crof orm copy and | abel ed clearly as non-silver copies.

(2) The microfornms shall be acconpani ed by:

(a) Information identifying the activity; the title of the records; the
nunber or identifier for each unit of film and security classification, if any;
the inclusive dates, nanmes, or other data identifying the records to be included
on a unit of film

(b) Any finding aids relevant to the mcroformthat are not contai ned
in the mcroform

(c) The inspection log fornms and inspection reports required by 3f(e)
and (f).

(d) The information required in this paragraph shall be attached to the
SF 135 when records are being transferred to a Federal records center and to the
SF 258 when records are being transferred to the | egal custody of the Nationa
Ar chi ves.

5. Legal Status of Mcrofilmed Records. Records that have been mcrofil med
in accordance with appropriate regulations shall have the sane effect as the
originals and are adnmi ssible as evidence in a | egal proceeding (44 U S.C. 3312).

6. M crographic Services

a. NARA provides reinbursable mcrofilmng services at many of its Federa
records centers. Services include: the preparation, indexing, and filmng of
records, inspection of film and |abeling of filmcontainers.

b. Activities desiring mcrofilmng services should contact the Ofice of
Federal Records Centers, The National Archives at College Park, 8601 Adel ph
Road, Col |l ege Park, MD 20740-6001 or the director of the Federal records center
serving the Activity's records.



c. Fees for mcrofilmng services will be announced in NARA Bul |l etins. For
mcrofilmng services not listed, contact the office shown in the precedi ng
par agr aph.

7. Mcrographic Specifications and Standards

a. American National Standards Institute (ANSI) and International (ISO
St andar ds:

(1) ANSI/NAPM I T9.1-1992, Anerican National Standard for |nmaging Medi a
(Film-Silver-Celatin type - Specifications for Stability.

(2) ANSI 1T9.2-1991, Anerican National Standard for |nmaging Media -
Phot ogr aphi c Processed Filns, Plates, and Papers - Filing Encl osures and Storage
Cont ai ners.

(3) ANSI 17T9.11-1991, American National Standard for Imaging Media -
Processed Safety Photographic Film- Storage.

(4) ANSI 1T2.19-1990, American National Standard for Photography- Density
Measur enent s- Geonetri ¢ Conditions for Transm ssion Density.

(5) ANSI/ISO 5/3-1984, ANSI PH2.18-1985, Photography (Sensitonetry)-
Density Measurenents- Spectral Conditions.

b. Association of Information and | nage Managenent (AIlM Standards:

(1) ANSI/AIIMM1-1988, Recommended Practices for Al phanuneric Conputer-
Qut put Mcrofornms - Operational Practices for Inspection and Quality Control
(FIPS 82).

(2) ANSI/AIIMM5-1991, Mcrofiche. (FIPS 54-1).

(3) ANSI/AIIMM14-1988, Specifications for 16mm and 35mm Roll M crofil m
(FIPS 54-1).

(4) ANSI/AIMM19-1987, Recommended Practice for Identification of
M cr of or ns.

(5) ANSI/AIMM23-1991, Practice for Operational Procedures/Inspection
and Quality Control of First Ceneration, Silver-Celatin Mcrofilmof Docunents.

(6) ANSI/AIIMM32-1987, M crorecordi ng of Engi neering Source Docunents
on 35mm M crofilm

(7) ANSI/AIMMA41-1988, Unitized McrofilmCarriers (Aperture, Canera,
Copy, and I mage Cards).

(8) ANSI/AIIMMA43-1988, Recommended Practice for Operationa
Procedures/ I nspection and Quality Control for Duplicate Mcroforms of Docunents
and From COM

(9) ANSI/AIIM M45-1990, Recommended Practice for Inspection of Stored
Silver-CGelatin Mcroforns for Evidence of Deterioration

(10) ANSI/|SO 3334-1991, ANSI/AIl M MS51-1991, M crographics-1SO
Resol uti on Test Chart No. 2-Description and Use.

c. National Institute of Standards and Technol ogy (N ST) Publications.
NI ST- SRM 1010a, M crocopy Resol ution Test Chart (ISO Test Chart No. 2),
certified June 1, 1990.

7. Potential Benefits and Limtations of M croform Systens

a. Potential Benefits

(1) Faster retrieval and access, file space conpressed, automated
retrieval systens can be used, when justified.

(2) Duplicate records can permt nore than one user access to information
at the sane tine.

(3) Inproved record integrity and security; access can be limted to
m ni mum essenti al

(4) Convenient updates, faster and | ess costly duplication for
di stribution purposes.



(5) Less costly and faster transm ssion of information to users due to
reduced size and uni form shape.

(6) Centralization of records; better suspense control; inproved
interface with word processing and other adm nistrative systens in automated
of fice environnent.

(7) Increased responsiveness of information system so that only needed
information is nade available in real tinme, at point of use, and in the desired
form

(8) Uniformty and inproved indexing with mcrofornms provides rapid
di spl ay of needed information.

(9) WwWork nethods inprovenent, repetitive operations (sorting, sequencing,
filing, refiling, and posting changes) elimnated or facilitated.

(10) Savings of space devoted to processing and storage of paper
docunent s.

(11) Savings of man-hours devoted to repetitive operations (such as
decol l ating and bursting of conputer output) and to filing and retrieval of
paper docunents.

(12) Savings of operating costs (such as filmversus paper fornms and
reduced conputer tine) for first and/or future years.

(13) Speed by COM provides up to 20 tinmes faster output than paper
printout and the product is conpact for ease of distribution, reference, and
st or age.

(14) Preservation of deteriorating, fading, brittle, or worn docunents
can be effected.

b. Potential Limtations

(1) The docunents/information nust be annotated by its user(s).

(2) Prefile requirenents, control of input, indexing, etc. would require
consi der abl e change.

(3) Unique user requirements, opposition to change, or inability of users
to use retrieval/di splay devices.

(4) Initial conversion of information to mcroformwould require
consi derabl e review, rearrangenent, or preparation for filmng

(5) Changing, interfiling, or updating information into a m croform
system woul d affect the selection and possi ble use of m crofornmns.

(6) Training/retraining of personnel and a pronotional effort to
encourage first-time users to use mcrofornms may present a problem

(7) Strict conpliance with applicable specifications and standards for
mcrofilmng | ong-term val ue Federal records and for controlling the quality of
m crof orms produced and duplicated may present a problem

(8) Equipnent requirenments, including viewers, viewer-printers, or renote
termnals, at each user location may offset the benefits of a mcroformsystem

(9) Total equipment, supply, manpower, and space costs incurred may
of fset the benefits of a mcroformsystem

(10) Preparation of documents for filmng, such as renoval of staples,
mendi ng torn pages, |ocating m ssing papers, sequencing records, and preparing
targets and i ndexes, may result in excessive cost.

(11) Aroll of mcrofilm a sheet of mcrofiche, or a jacket can be
m spl aced easier than an equal vol une of paper records.

Encl 5
DLAI 5015.1

DEFI NI TI ONS

1. Aienation. Unlawfully transferring records or losing custody of themto an
unaut hori zed organi zati on or person



2. Aperture Card. An 80-colum tabulating sized card with a hole, or aperture,
containing usually one frame of 35-mmmcrofilm Generally used for engineering
drawi ngs, maps and charts, and x rays.

3. Archival mcrofilm A photographic filmthat neets the standards descri bed
in 3d(2), enclosure 5, and that is suitable for the preservation of permanent
records when stored in accordance w th paragraph 3f, enclosure 5. Such fil m nust
conformto filmdesignated as LE 500 in ANSI/NAPM | T9. 1- 1992.

4. Case Files. Records, regardl ess of nedia, docunmenting a specific action
event, person, place, project, or other matter. Personnel, project, and
transaction files are types of case files.

5. Chargeout. The act and result of recording the renoval and | oan of a
docunent or a record to indicate its location. Usually involves the use of such
forns as DLA Form 114, Request For and/or Charge-Qut of Records, and Opti onal
Form (OF) 23, Chargeout Record.

6. Comon Records. Records that are generally found in nost offices but do not
directly relate to the performance of the office mssion and functions. These
materials usually are retained to aid in the conduct of the internal managenent
and ot her nonmi ssion functions of the office.

7. Conmputer Qutput Mcrofilm(COM. Mcrofilmcontaining data converted and
recorded directly froma conputer. Cenerally used instead of hard copy
printouts.

8. Contingent Records. Records scheduled for final disposition after the
occurrence of an event at sonme unspecified future tinme.

9. Cutoff. Breaking, or ending, files at regular intervals, usually at the
close of a fiscal or calendar year, to permit their disposal or transfer in
conpl ete bl ocks and, for correspondence files, to permt the establishnment of
new files.

10. Destruction. |In records managenent, the major type of disposal action

11. Disposition. The actions taken regardi ng records no | onger needed for
current Agency business. Actions include disposal, retirement, transfer

12. Disposition Authority. Legal approval obtained from National Archives and
Records Admi nistration (NARA) and, in sonme cases fromthe General Accounting
Ofice (GAO, that authorizes DLA to transfer permanent records to the National
Archives or carry out disposal of tenporary records. References such as NCl-361-
97-0001 and Ceneral Records Schedule (GRS) 12, Item 16a, etc., that followthe
di sposition instructions for individual records series indicate NARA | ega
approval .

13. DLA Records. Al docunents, records, or papers that are required by the
Def ense Logi stics Agency to be prepared and retai ned. Records not prepared by
DLA but required to be received, processed, and retained for official uses may
be aut henticated subject to the limtations described in paragraph E3b bel ow

14. Electronic Mail. The process or result of sending and receiving nessages
in electronic formvia renote conputer termnals. Al so called E-mail



15. Electronic Mail Message. A docunment created or received on an electronic
mai |l systemincluding brief notes, nore formal or substantive narrative
docunents, and any attachnents, such as word processing and other electronic
docunents, which may be transmtted with the nessage.

16. Electronic Record. Any information that is recorded in a formthat only a
conput er can process and that satisfies the definition of a record, bel ow

17. El ectronic Recordkeeping. The creation, maintenance and use, and
di sposition of records created and stored by using a computer

18. El ectronic Records Managenment System Any electronic records systemthat
manages records in accordance with reference A3. An electronic records system
t hat does not nanage the records in accordance with existing law (e.g., nost
electronic mail applications), shall not be considered or used as an el ectronic
records nanagenent system

19. Electronic Records System Any information systemthat produces,
mani pul ates, or stores records by using a conputer

20. Federal Records Center. A facility for the | ow cost storage and servicing
of records pending their disposal or transfer to the National Archives.

21. File. An accumul ation of records or nonrecord materials arranged accordi ng
to a plan. Denotes all recorded information, regardl ess of physical formor
characteristics, accurmulated or maintained in filing equi pment, boxes, or
machi ne-r eadabl e medi a, or on shel ves, and occupying office or storage space.

22. Mcrofiche. A sheet of filmusually approximtely 105 x 148 mmin size,
containing multiple mcroimages in a grid pattern with a heading or title, that
can be read wi thout nagnification

23. Mcrofilm A fine-grain, high-resolution photographic filmcontaining an
i mage greatly reduced in size fromthe original

24. Mcrofilmng. The process of recording mcroinages on film
25. Mcroform A termused for any formcontaining mcroi nages.

26. Mcrographics. A records managenent technol ogy concerned with produci ng
and using m crof ormns.

27. Mcrographics System A configuration of equi pment and procedures for the
producti on, reproduction, maintenance, storage, retrieval, display, or use of
m cr of or ns.

28. Mcroimage. A unit of information such as a page of text or a draw ng,
that has been nade too snmall to be read wi thout nagnification

29. Mcropublishing. Publications for mass or general distribution produced in
m ni aturized i mage or machi ne readable format as a substitute for conventionally
printed material. Mcroformor nmachi ne readabl e format reproduction exceedi ng
250 production units of each original will be comercially procured as printing,
as prescribed by DLAI 5330.1, Publications, Forms, Printing, Duplicating,

M cropubl i shing, Ofice Copying, and Autonmated | nformati on Managenent Prograns.



30. M sssion Records. Records that provide direct evidence of the
acconpl i shment of an agency or office mission. These records do not include
those of an administrative nature. M ssions are usually defined by Genera
O der.

31. Noncurrent Records. Records no longer required to conduct agency busi ness.

32. Nonrecord. As defined in reference A3, "Nonrecord materials are those
Federally owned informational materials that do not neet the statutory
definition of records (Section 3301 of reference A4) or that have been excl uded
from coverage by the definition. Excluded materials are extra copies of
docunents kept only for reference, stocks of publications and processed
docunents, and library or museum materials intended solely for reference or
exhibit."

33. Nonrecord Materials. DLA-owned informational materials excluded fromthe

| egal definition of records. Includes extra copies of documents kept only for
conveni ence of reference, stocks of publications and of processed docunents, and
library or museum material intended solely for reference or exhibition

34. Permanent Records. DLA records determ ned to have sufficient historical or
ot her value to warrant continued preservation beyond the tine they are needed
for adm nistrative, legal, or fiscal purposes.

35. Personal Papers. Nonofficial, or private, papers relating solely to an
i ndividual's own affairs. Designated as such and kept separate from agency
records. Also called personal files or personal records.

36. Record. As defined, in part, in Section 3301 of reference A4, "Records

i nclude all books, papers, maps, photographs, machi ne-readable materials, and
ot her documentary materials, regardl ess of physical formor characteristics,
made or received by an agency of the United States CGovernnent under Federal |aw
or in connection with the transaction of official business and preserved, or
appropriate for preservation by that agency or its legitimte successor, as

evi dence of the organization, functions, policies, decisions, procedures,
operations, or other activities of the Government or because of the

i nformati onal value of the data in them. A record covers information in any
medi um and includes operational |ogistics, support and other materials created
or received by the Agency in training, contingency, and wartinme operations as
well as in all routine and peacetine busi ness.

37. Recordkeeping System A nmanual or automated systemin which records are
col l ected, organized, and categorized to facilitate their preservation
retrieval, use, and disposition

38. Records Custodian. The individual or office in charge of agency records.
O'ten used interchangeably with records custodian

39. Records Disposition. Any action renoving records fromlegal and/or
physi cal custody of DLA such as physical destruction, formal transfer to the
Nat i onal Archives and Records Admi nistration for historical preservation and
archival use, transfer to other Federal agencies incident to transfers of
functions or responsibilities, or donation to parties outside the Federa
Governnment for preservation or use.



40. Records Holding Area (RHA). A facility established at an activity to
econom cally store and service cutoff files pending destruction or retirement to
a federal records center.

41. Records Maintenance. Actions related to the arrangenent and organi zation
of records, including physical |ocation of records, and the use of office
equi prent and supplies, for the economi cal and efficient use of records.

42. Records Managenent. As defined in Section 2901 of reference A4, "records
managenment means the planning, controlling, directing, organizing, training,
promoting and ot her managerial activities involved with respect to records
creation, records maintenance and use, and records disposition in order to
achi eve adequate and proper docunentation of the policies and transactions of
t he Federal Governnent and effective and econom cal managenent of agency
operations".

43. Records Managenent Application (RMA). Software used by an organi zation to
manage its records. Its primary managenent functions are: classifying and
| ocating records, storing and retrieving records, and disposing of records.

44. Retirenent. The transfer of records to agency storage facilities or a
Federal records center.

45. Tenporary Records. Records approved for disposal, either inmrediately or
after a specified retention period. Al so called nonpernmanent records.

46. Transfer. The novenent of records fromone | ocation to another, especially
fromoffice space to RHAs or Federal records centers, fromone DLA organi zation
to another, to another Federal agency, or fromoffice or storage space to the
Nati onal Archives for permanent preservation

47. Vital Records. Essential agency records that are needed to neet

operational responsibilities under national security energencies or other
energency or disaster conditions (energency operating records) or to protect the
| egal and financial rights of the Governnment and those affected by Gover nment
activities (legal and financial rights records).

Encl 6
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Fi gures



